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What every boss should know 
about his secretary! _ 


@ She doesn’t mind hard work . . . but she hates needless pressure. 





(Perhaps even more than her boss, she appreciates the efficient 
flow of work that follows an installation of the new Dicta- 
phone dictating machine, the TIME-MASTER “5.”’) 
@ She doesn’t mind staying after five . . . but she does resent 
overtime that could have been avoided. 
(TIME-MASTER is instantly ready for dictation. There’s no last 
minute pile-up of work for her to catch up with.) 
@ She wants to be sure of what her boss said—without asking him 
to repeat himself. 
(TIME-MASTER reproduces his voice with electronic fidelity . . . 
she has control of volume, tone, speed and back-spacing.) 
@ She doesn’t want to spend time in routine typing that could be 
put to better use assisting her boss in other ways. 
(When both use the TIME-MASTER she can breeze through 
typing without interruption, and at her convenience.) 
Secretaries know that the man who uses a TIME-MASTER gets 
more done . . . and the man who gets more done is the most suc- 
cessful man, the best kind of boss to have! 
Why not ask your boss to send in the coupon below? Or look 
into the TIME-MASTER yourself before he investigates it. 














The Dictaphone TIME-MASTER “5,” world’s 
most versatile dictating machine—for your boss, for 






you, or as a combination recorder and transcriber. 
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DICTAPHONE CORPORATION, Dept. T-24 cers: 
20 Lexington Avenue, New York 17, N. Y. ———-: T 
CII am a boss. Please send me your free de- 
criptive booklet “Success.” 

OI ama secretary. Please send me your free 
| booklet “Designed for Transcription.” 
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Ask your boss to 
clip this coupon—for better 
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dictating for both of you! Name 
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Hearts and flowers and pretty valentines 

. our cover girls share the excitement that 
every woman gets when the man remembers 
her with something special, if only a card 
saying “because you're you.” 


| THE ER 
| 
| 
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Many years ago this kind of thoughtfulness 
got its start with a gentle monk named 
Brother Valentine. He used to like to gather 
flowers for the little boys and girls in his vil- 
lage, for brides, and for other townspeople 
living near his monastery. Everyone loved 
him for his tenderness and generous spirit. 


After he died his friends decided to pay 
tribute to Brother Valentine by celebrating 
the day of his birth, February 14, giving small 
gifts to each other. And that’s how St. Val- 
entine’s Day and its association with love and 





friendship began long ago. 
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A Message 
From Your President 


There is no substitute for a sense of responsibility. With- 
out it we are a liability to those who must trust us and de- 
pend upon us in either a business or a personal relationship. 

It is nearing time for slates to be presented for chapter 
officers. This is a very serious mat- 
ter. As our Association grows in 
number, we must depend more and 
more on the right kind of leader- 
ship within the chapters. This 
means chapter officers who have 
a sense of responsibility, officers 
who are willing to carry the work- 
load that is attached to leadership. 

There is more to holding an of- 
fice than the prestige that goes 
with the title. Select your officers 
for the interest they have mani- 
fested in our Association; for their proven ability to lead; 
for the all important attribute of “following through;” for 
their willingness to be of service. 

Henry Ford said, “Whatever you have, you must either 
use or lose.” Each chapter must use the capabilities and 
talents of its members in the right way or lose the ground 
that has been gained. Each officer must use her ability to 
the fullest degree to meet the challenge presented by her 
predecessor. Each member must bear in mind the words of 
Abraham Lincoln, “He has the right to criticize who has 
the heart to help.” 

Now is the time to STAND GUARD—your interest, 
your help, your ideas, your suggestions, your constructive 
criticisms are the “watchmen” of our Association. 

Have you been alerted? 


Mrs. Lilyan Miller 





ASHLAND, KENTUCKY 
President resigned. No replace- 
ment reported. 


BIRMINGHAM, ALABAMA 
Treasurer 

Mary Alice Vincent 

c/o Capital Airlines 
Tutwiler Hotel 


CEDAR RAPIDS, IOWA 
Chapter name changed to 
A. N. Palmer Chapter 


EVANSTON, ILLINOIS 
Treasurer 

Mrs. Vera French Hart 
Orrington Hotel 


MUNCIE, INDIANA 
Recording Secretary 
Ruth Treffinger 

32214 East Charles St. 


PONTIAC, MICHIGAN 
Corresponding Secretary 
Elaine Meidlein 


Changes 
In Chapter 
Officer 


Directory 


WICHITA FALLS, TEXAS 
Corresponding Secretary 
Mary Frances Sutherlin 


1807 Tenth St. 477 Lowell St. 
NATIONAL HOME COMMITTEE SAN FRANCISCO, CALIF. 
Mrs. Frances Dikeman, S. W. President 


Marguerite Chess 


Drawer L, Capitol Station 
1850 Sacramento St. 


Austin 11, Texas 
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Tandem Teamwork 


by MARJORIE CRON 





Editor's Note: 


Charming Marjorie Cron is State Secretary of Ohio. Last 
November she spoke at the Toledo, Ohio-Monroe, Michi- 
gan Boss Night about NSA’s role in the business world. 
We liked her speech so well that we want you to read it 
now. Incidentally, how's your own balance on that business 
bicycle for two? 


“TANDEM TEAMWORK’—what does this phrase 
imply? 
Webster defines the word “tandem” as: 
“One after or behind another—used in regard to two 
or more things so arranged.” 

Was there ever a more synonymous use of this term, as 
applied to the Boss-Secretary relationship? Let us examine 
this mythical “bicycle built for two” more closely. 

First, the tandem team consists of the Boss as the natural 
leader and chief navigator of the vehicle, steering the busi- 
ness course straight and true. His unwavering approach to 
everyday problems is an inspiration to those who work 
under his direction. 

Next comes his Secretary, right behind him, pulling her 
share of the load, adding her strength and efficiency to the 
smooth-running of the business vehicle. 

We are all cognizant of the fact that on a tandem bicycle 
each occupant is supplied with his own handle bars, set of 
pedals and seat—each is an entity unto itself—yet, isn’t 
each dependent on the other for the perfect timing and 
balance needed to coordinate the team? 

NSA is making a very important contribution to the effi- 
ciency of this tandem team. The prime purpose of our 
association is the upgrading of the secretarial profession, 
and thus bring better qualified secretaries to management. 

NSA is a PROFESSIONAL ORGANIZATION—not just 
another group. 

We are not a union in any sense of the word. We are 
non-partisan, non-sectarian, and a non-profit organization. 
We have just recently become international in scope. 

Our main objective is education, and through education 
the development of the secretary. 

To assist in attaining this objective, we have instituted 
the Certified Professional Secretary program. We all know 
what CPA means to the accounting profession, and CPS 
holds a like meaning to the secretarial profession. 

This work is done under the direction of Dr. Popham 
of Hunter College, in New York. Study courses have been 
set up in colleges and universities throughout the country 


(continued on page 19) 
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A QUICK GUIDE TO 


Greater Pencil Value 


Getting just the right pencil or eraser for each job saves time and 
trouble...costs no more! Which should YOU be using? 
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. ARTISTS, ENGINEERS, DRAFTSMEN! 18 con- 
trolled degrees, plus superb smoothness makes 
Microtomic the choice of men at the board. Sci- 
entifically balanced for perfect control. 


. DISCRIMINATING PEOPLE choose Van Dyke 
for ultra-smoothness and its flat adjustable 
eraser. 

WRITERS ATTENTION! The extra black, thick 


lead Ebony writes smoothly on any paper. Per- 
fect for quick memos, sketches and layouts too. 


PAPER-MATED ERASERS 


Van Dyke...typists' 
choice for soft surface let- 
agit terheads, tissues and car- 
bons. For harder surfaces 
use Comet. Both available 
with or without brush. 
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Ruby firm and dura- 
ble for office forms. 
Erases black or col- 
ored pencil marks. 


ACCOUNTANTS prefer Thin-Rite for small, 
neat figures. Sharpens to a fine point and 
holds it! 


. A BOTTLE OF INK IN A PENCIL is safer and 


quicker to use. Noblot satisfies legal require- 
ments as well as your personal convenience. 


. WRITES ON ANY SURFACE~—glass, metal, plas- 


tic, cellophane, even movie films can be clearly 
marked with Marker paper-wrapped or me- 
chanical pencils. Popular colors. 
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Re-Nu is paper-> 
wrapped, self-sharp- 
ening. For correcting 
originals and carbons. 
With or without brush. 


Singlex, the giant 7- 
inch pencil-shaped 
eraser sharpens in a 
pencil sharpener. Ex- 
cellent for ink or type 
marks. With or with- 
out brush. v 
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A Colorbrite 


- cil. 26 colors. 


Kneaded Rubber picks 
up pastels, black lead 
or charcoal. Ideal on 
tissue thin surfaces. 
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Pink Pearl cleans as it 
erases. Exceptional 
quality removes black 
pencil marks without 
roughening paper. 







Star Plastic Type 
Cleaner removes 
dirt and ink from 
typewriter keys, of- 
fice machines, rub- 
ber stamps, etc. 
Nothing to spill, 
keeps hands clean. 
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G. FOR WRITING, DRAWING, AND PAINTING! 


The miraculous Mongol Colored Pencils. 36 
colors, thin, strong indelible leads. Ideal for 
charts, maps and color visuals. 


. OFFICE PEOPLE by the thousands use brilliant 


Colorbrite for permanent color. High visibility 
in any light, writes smooth as a black lead pen- 
(J) Colorbrite leads in “see- 
thru" plastic barrels are also available, excellent 
if you prefer the mechanical type pencil. 


Save Time and 
Twine with Eberhard 
Faber Rubber Bands. 
Strong, clean, de- 
pendable, stretch 7 
times their length. 
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Who cares if spring isn’t here yet . . . romance flourishes 
every season. For example, CAPITAL CHAPTER’s (Wash- 
ington, D. C.) most recent bride is Mrs. J. Ernest Storer, 
formerly Helen Basista. The couple was married in Pennsyl- 
vania and honeymooned in Florida for two weeks. 


Jane Dau, now Mrs. Fred R. Yeoman, is the latest mem- 
ber to hear wedding bells in TETON CHAPTER (Casper, 
Wyo.). 

Beverly Pearson, MINN-ARROW CHAPTER (Duluth, 
Minn.), became Mrs. Robert Engstad on December 5 and 
honeymooned in California. 


Mary Holmes, SPOKANE CHAPTER (Spokane, Wash.), 
changed her last name to Harder; she'll live in Medford, 
Oregon. 





Virginia Kilarik of MONUMENTAL CHAPTER ( Baltimore, 
Md.) acquired a “jewel of chrome, cream, and gold’”—in 
the form of a new Bel Air Chevrolet chariot. 


Vacationers in December were MONUMENTAL NSAer 
Edna Mae Cullender and her husband who took a two-week 
trip to Europe, visiting London, Paris, and Geneva. A real 
Christmas present, we think! 


Peggy Johnson, another Monumentalite, is attempting 
to master Spanish at night. 


Two Evanston, Illinois careerists from AMANUENSES 
CHAPTER—Gladys Holm and Jean Sutherland—held the 
spotlight at the Institute for Hospital Administrator's Sec- 
retaries, when they spoke to a group comprised of women 
from all over the country. 


Gladys Holm spoke on the public relations responsibili- 
ties of a secretary to a top executive. She is the secretary to 
the President of the American Hospital Supply Corporation 
and is one of only 400 women in the nation who is current- 
ly an officer of a large national corporation. 

Jean Sutherland, secretary to the office manager of the 
New York Times, told the Institute’s listeners how they 
could best evaluate their own work methods and merits as 
professional secretaries. Jean, former Illinois State Advisor, 
appeared on a panel with Dr. Irene Place. Eleanor Damko, 
LAKE SHORE CHAPTER (Chicago, Ill.) , served as moderator. 





YOU CUT 
YOUR 
COLLATING 


COSTS 


Different Weights and Finishes to give perfect re- 
sults from One to Twenty Copies at a time. All Copies 
Clean while every sheet has astonishing wear. You may 
obtain Free Samples by contacting any of our 32 fully 





WHY WASTE OFFICE TIME? 


Kee Lox ‘‘Kopy Aligner’” Combines Highest Quality Carbon Paper Plus Patented 
Collating Feature Insures Speed Automatically Plus Efficiency With Less Fatigue 





stocked Retail Branches in the U.S.A. We also make 
Carbons for every use and ribbons of every color for 
every machine known to the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner or write to... . 
HOME OFFICE 
KEE LOX MFG. CO., ROCHESTER 1, N.Y., U.S.A. 


Above line for Export, write to Export Dept. above address, for information, free Samples and Exclusive Territory. Most complete and Highest 
Quality Line in the Industry. Quality that holds Customers and insures Profit. We know because we sell it retail. You get the same product. 


YOU 
SAVE ON 
THE 


TIME 


Kee Lox Duplicator Supplies are #1 on the market. 
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Estelle Popham, 
Re-elected Dean 
Of Institute, 
Announces 1953 
CPS Winners 


At the annual CPS meeting in St. Louis on December 
27 and 28, Estelle L. Popham was reelected Dean, and Ruth 
Anderson was made Associate Dean for the year 1954. 

New members of the Institute from The National Sec- 
retaries Association are Ethel Kempe, Eugene, Oregon; 
Jennevie Froistad, St. Paul, Minnesota; and Annie Mae 
Moore, Austin, Texas. New members from business educa- 
tion are Professor George Wagoner of the University of 
Tennessee, and Dr. Frances Merrill, Drake University. Dr. 
Eleroy L. Stromberg, Manager of Training and Personnel 
Research of the B. F. Goodrich Company, Akron, is the new 
member from business. 

The date of the 1954 examination is October 8 and 9. 
Because the cost of preparation and administration of last 
year's examination amounted to more than $32 per person, 





the Institute voted to raise the examination fee to $5 per 
section. This means there will be a $5 processing fee, and 
an examination fee of $30 instead of $25. The fee for re- 
takes remains the same, $5 per section. 

Applications will be processed through the national office 
of the NSA in Kansas City. Application forms and 1954 
brochures may be obtained by writing to that office. Chap- 
ters are asked to suggest examination centers to Professor 
Albert C. Fries, Chairman of the Committee on Centers, 
University of Southern California, Los Angeles. A list of 
tentative centers will be issued by May 1. However, at least 
ten applicants must be approved for a center before it can 
be approved for the final list. 

These women have passed all six parts of the 1953 cer- 
tifying examination for secretaries: 





Agress, Anna 
Cumberland, Md. 
Akin, Alma Queisser 
Indianapolis, Ind. 

Arms, Rachel 
Denver, Colo. 

Ashley, Alma R. 
Seattle, Wash. 


Austin, Illien H. 
Houston, Texas 
Balaishis, Bernice 
Chicago, Ill. 
Barnello, Viola A. 
Syracuse, N. 
Barnes, Hubert : A 
Denver, Colo. 
Beeth, Winifred 
Fe. Wayne, Ind. 
Berens, Elizabeth 
s Moines, Iowa 
Berg, Lucille E. 
Chicago, Ill. 
Birkman, Gertrude E. 
Houston, Texas 
Black, Marjorie A. 
Washington, Ill. 
Blumetti, Matilda A. 
Bayonne, yA 
Brant, Irma S. 
Memphis, Tenn. 
Brown, Blanche C. 


Mount Vernon, N. Y. 


Burleigh, Anne _ 


Canada, Mary Sue 
Eastaboga, Ala. 


Guam, Margaret 


New Kensington, Pa. 


Clark, Arlene L. 
Framingham, Mass. 
Cleary, Margaret M. 
Danbury, — 
Clemence, Ruth H 
Chicago, Ill 
Conner, Mattie 
Chattanooga, Tenn. 
Coon, Rosemary 
Detroit, Mich. 
Cooper, Grace 
Knoxville, Tenn. 
Cornish, Margaret 
Tampa, Fla. 
Costello, Helen M. 
Jeannette, Pa. 
Dearstyne, Kathleen 
Titusville, Fla. 
Decker, Margaret L. 
New York, 
DeHaven, Mary Ww. 
Chattanooga, Tenn. 
Easter, Margie 
Washington, D. a 
Easterling, Ruth M. 
Charlotte, N. C. 
Eggert, Marie H. 
Brevard, N. C. 
Ely, Irene E. 
Hillside, N. J. 
Engle, Mary R. 
Detroit, Mich. 
Everest, Ruth E. 
Jacksonville, Fla. 
Feairheller, Elizabeth 
Philadelphia, Pa. 
Fine, Marguerite E. 
New York, N. Y. 


Finn, Evelynn M. 
Pasadena, Calif. 
Fisher, Bernadette 
Rochester, N. Y. 
Fletcher, Muriel G. 
Kingston, R. I. 
Flett, Joan A. 
Oakland, Calif. 
Flint, Flora 
kron, Ohio 
Foster, Susie G. 
Chattanooga, Tenn. 
Full, Adelheid D 
Buffalo, N. Y. 
Gallup, Louise E. 
Chicago, Ill. 
Gard, Alma A. 
Springfield, Ill. 
Garrett, Nancy 
Los ‘toot. Calif. 
Gathercole, Alice 
nver, Colo. 
Giles, Jean W. 
Columbus, Ohio 
Glitzner, Dorothy P. 
East Islip, ; 
Goeschel, Iris K 
Minneapolis, Minn. 
Gowen, Janice A. 
Schenectady, N. Y. 
Gratias, Maxine 
Seattle, Wash. 
Greenburg, Gladys Koop 


Grosse Poiate Woods, Mich. 


Grover, Catherine 
Baltimore, Md. 

Hannula, Sigrid I. 
Waukegan, IIl. 

Hansen, Margaret E. 
Fort Collins, Colo 


Hardy, Margaret P. 
Birmingham, Ala. 
Hatch, Virginia Helen 
Oak Ridge, Tenn. 

Hayden, Jacquelyn 
Worcester, Mass. 
Henderson, Grace B. 
Arcadia, Calif. 
Hendricks, Rosemary 
Indianapolis, Ind. 

Henry, Ina J. 
Wheaton, Ill. 

Hermann, Marie 
Melrose, Mass. 

Hicks, Zelma J. 
Washington, D. C. 

Hoffman, Margaret P. 
Akron, Ohio 

Holsclaw, Frances L. 
Washington, -m <. 

Hudson, Frances E. 
New York, 


Hughes, Virginia Withers 
Fullerton, Calif. 
Johnson, Helen B. 
Springfield, Ill. 
Johnston, Mary P. 
Flushing, N. Y. 
Jordan, Portia E. 
Houston, Texas 
Kelley, Ethel 
Columbus, Ohio 
Kennedy, Josephine <. 
Syracuse, N. 
Kerr, Amy L. 
Elkins Park, Pa. 
Kirschke, Ruth A 
Detroit, Mich. 


(continued on page 22) 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


Before continuing with the subject of “Negotiable Instru- 
ments” (checks, promissory notes, etc.), some of you may 
be interested in the answer to last month’s puzzler. Here 
‘tis: Man Number One must have said that he was brown. 
Since the brown men always told the truth, if Number One 
were brown, he would, of course, have said so. If he were 
green, he would have said that he was. brown, (since the 
green men always lied). Accordingly, no matter what color 
Number One actually was, he would have said that he was 
brown. 

Now you will note that Number Two said, “Number 
One said that he was brown.” Since according to the fore- 
going paragraph, we know that Number One did so state, 
Number Two must be telling the truth. Hence, Number 
Two must be brown (the truthful group). 

As for Number Three, you will recall that he said, “Num- 
ber One said that he was green.” By the foregoing, we 
know that Number One did not so state. Hence, Number 
Three is lying and it follows that he must be a green man. 

Simple, isn’t it? 

Many thanks to Mary L. Davis, Ruth Seibert, Anna L. 
Watson, Mildred Kranack, Madeleine R. Crane, Fern Leone 
Parsley, Grace Seebohm and others of you readers who were 
so nice to write to me with the solution of above. 

Here’s another small teaser which some of you have 
no doubt heard: 

Mr. Abie C. DeGoldfish visited Peoria, Illinois, for the 
first time in his life. He did not know anyone there, was not 
given any phone numbers, and was not referred to any 
person in the town. He was a complete stranger in all re- 
spects. Mr. DeGoldfish stopped at one of the hotels and, 
not having anything better to do, he retired early. 


In the middle of the night he was awakened by a noise. 
He picked up the phone, asked the operator to give him a 


Eight 


number in Peoria (he did not look up the number in a 
phone book). When the phone was answered, Abie said, 
“Hi, Bud!” Then DeGoldfish put the receiver back in po- 
sition and resumed his sleep. 


Now can you give me a logical explanation for this? 
There may be more than one explanation, but one is suffi- 
cient. 

To get on with Negotiable Instruments: In last 
month's column, Y. B. Grateful had executed a promissory 
note by which he promised in writing to pay Cal Echo $500. 


Now Echo may need money, so he visits a friend, I. B. 
Bankur, and explains that he wishes to borrow money on 
the strength of the note Grateful had given him. Echo 
agrees to endorse or sign the note over to Bankur. This is 
called an “assignment.” In such case, if Grateful has any de- 
fense in payment of the money to Echo, he has these same 
defenses against Bankur. For example, if the material Echo 
sold were inferior or defective, or if Echo had promised 
Grateful credit when the time comes for Grateful to pay, 
he, Grateful, may rightfully deduct his claim from the 
amount he owes on the note. A number of assignments 
can defeat Grateful’s claim, however. The disadvantage to 
Bankur is obvious: he does not know what Grateful may 
claim, although Grateful may make a promise to pay not 
subject to any defense; that is, he may sign a “Negotiable 
Note.” 


All of above is more than a mouthful, and it may be 
well to conclude the discussion for this month. If you under- 
stand what has already been written, you have established 
a good basis for the balance of our remarks on “Negotiable 
Instruments.” Moreover, if you understand it, please write 
and explain it to us. 
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Business Briefs Sere 


ACF Wheels states that the 
average railway passenger 
charge is lower now than 25 
years ago. Railroads col- 
lected 2.8 cents per mile in 
1928 as opposed to 2.6 cents 
in 1952. 


* * * 


According to Steel, nickel 
for civilian consumption 
will continue to be tight in 
1954 because of U. S. stock- 
piling schedules. 


* * * 


COLOR TV WILL BE WITH US 
IN 1954, but a set will cost 
$800 to $1000. Only a lin- 
ited number will be avail- 
able. 


* * * 


The Federal Reserve Board 
recently adopted a revised 
industrial production index 
which is called "a much 
improved tool for analysis" 
of production. The new 
system is described in de- 
tail in a new Federal Re- 
serve booklet. 





A forecast of Capital 
plant and equipment outlays 
for the first quarter of 
1954 concludes that expendi- 
tures will be at the same 
$28 billion annual rate as 
in 1953. The conclusion is 
based upon a joint OBE and 


SEC survey. 


Trends reports that in 
September the nation's hens 
laid 4.2 billion eggs, an _ 
all-time September record. 


The post-holiday January 
1954 stock rally - at the 
highest level since May 1953 
- is regarded as a response 
to corporate and personal 
tax cuts. Meanwhile, the 
National Used Car Dealers 
Association reports that 
they believe the worst is 
over for them, and the pick- 
up in steel orders is seen 
as a favorable sign that it 
is the beginning of a re- 
sumption of increased steel 
activity for February and 
March. 








* * * 


Personal income, accord- 
ing to the Bureau of Labor 
Statistics, continues at a 
rate of $5 to $7 billion 
ahead of last year. 





* * * 


During mid-January unem- 
ployment reached 1.8 million 
compared with 1.4 million in 
1953. 


* * * 


Freight car loadings re- 
covered substantially, 
reaching a rate equal to 
1952. 





Executive 


In one day New York con- 
sumes: 

556,000 pounds of butter 

524,000 pounds of cheese 

12,000,000 eggs 

5,000,000 guarts of milk 

25,000,000 pounds of 

fruit and vegetables 

5,000,000 pounds of meat 

and 900,000 pounds of fish. 

The Fulton Fish Market 
sells 123 varieties of its 
product, but most of this 
food is hauled long dis- 
tances by truck, train, 
plane, and ship before it 
reaches New York. 

« * * 

During 1953 FACTORY WAGE 
EARNERS AVERAGED $71.50 per 
week, $3.55 above 1952. 

According to the Wall 
Street Journal, each dollar 
allocated to the 1955 DE- 
FENSE BUDGET will be spent 
this way: 

Aircraft purchases ....$ .22 
Pay, clothing, allow- 

ances 
Housekeeping ..cccccce 
Procurement (munitions, 

trucks, tanks) 
Airfields' installation 

and construction .... 
Research and develop- 

ment 
Ship construction .... .02 
Miscellaneous (includ- 

ing reServeS) «seers 06 
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accounting, 


simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 














cost accounting IT 


or The Mistake of the Florida Vacation 


Last month we had a bird’s eye view of cost accounting 
and learned that cost accounting is concerned with the de- 
termination of unit costs as distinguished from over-all 
costs. Some business people think it is too much trouble or 
too expensive to have a good cost accounting system. They 
don’t want to be bothered with “minor details.” They de- 
cide to get an “over-all picture” of their costs and to calcu- 
late profits without a cost system. 

Let us see what can happen with a simple example of 
such a procedure. Assume that a man goes into business as 
a new dealer in television sets. With his life’s savings and 
some money borrowed from a bank, he obtains a franchise 
and rents a store room. During the first year he buys 1000 
television sets and sells 800 of them. The 1000 sets cost him 
$200,000 and the 800 sets were sold for a total of $264,000. 
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Thus, his average cost was $200 ($200,000 divided by 
1000), and the average selling price was $330 ($264,000 
divided by 800). The dealer then says to himself, “I aver- 
aged a gross profit of $130 per set ($330 minus $200). 
Therefore, my over-all gross profit is $104,000 (800 sets, 
times $130). Pretty good for my first year!” 

The dealer then consults his books (he keeps them him- 
self) and finds that his operating expenses amounted to 
$83,000 during the year. By deducting these from his gross 
profit, he is pleased to find that his net profit for the year 
was $21,000 ($104,000 gross profit minus $83,000 ex- 
penses). “Wait ‘til the missus hears about this,” he says to 
himself. So he drafts the following profit and loss statement 
to show her what a wise move it had been to go into busi- 


ness: 
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Profit and Loss Statement 


Year Ended December 31, 1952 
Sales (800 sets @ avge. of $330 cach) oooo....ccccccccceccsune. $264,000 
Deduct—Cost of sets sold: 


Purchases (1000 sets @ avge. 
of $200 each)... iS scsuseseee $200,000 


Less Dec. 31 inveneory— 
DED FA ON iscsi scesnssecsasscnscpsnese 40,000 


Cost of 800 sets sold @ $200 cachr....n...cccccccccccccsssssssnn 160,000 
Gross profit on sales (800 sets @ avge. $130 each)..... $104,000 


Deduct—operating expenses: 





Salaries, wages and commission................... $42,000 
Advertising ; Bede ee ce ee 25,000 
Store rental inc, Ce 
Interest On bank Loan ccs 500 
Light, heat, water and Mise. 0.0.0.0... 3,500 
Total operating expenses ... Bae eee 83,000 
Net profit for year ss Ss sscoenecosntsce 


Just to be sure he wasn’t kidding himself, the dealer re- 
checked all of his figures and then proved them by the 
following calculation, which he thought his wife would 
understand better than the profit and loss statement from 
the books: 


We started business with: 


REISE cciaet weet seuleamecta LE, 
a ccc ascent ae 10,000 
We received from cash sales........... PERRET 
Total cash received during yeat.........ccccccccosssusseesseenrnee $289,000 
We spent the following: 
Purchase of 1000 sets oo......cccccccccccssssssssssnsssenseee200,000 
Operating expenses Rie! 6 neces e nn 
Withdrawals of profit...... Say eae 4,000 
FN RTA GENIN nsec sscenssascse ssssisisnesiostsccic. QO 
amy PRAM AE IG GE HOE oases ccccestsspeincsistinsntenivsvior $ 2,000 
Inventory balance at end Of year .u....cccccccsssssssemsssemseeene . 40,000 
Total assets in business at end Of yea .......cccccccseue $ 42,000 
Deduct amount Owed to bank .o.........cccccccscssssussssnssssneeeine 10,000 
Balance of assets OWMEd by US ...ccccccccsscssssusessseeenneen $ 32,000 
Deduct our original investment ...000.0.0.0....cccccccssssssssseesssnee 15,000 
Net increase in Our OWE Ship oc ccccsescsssseesssenseseneneee ® 17,000 
Add—Withdrawals during year............::ccccccecsssssesssse 4,000 
Total—Proof of profit per bOOKS 0.0.0.0... $ 21,000 


When he showed this summary to his wife, she asked 
whether the books were in balance, and when he assured 
her they were, they gleefully decided to spend a thousand 
dollars on a winter trip to Florida. After all, it had been a 
tough year, and they could afford it, couldn’t they? When 
they returned they would figure out their income tax (early 
in March). After the trip, the dealer discovered that he 
couldn’t pay his bills. Within three months the business 
failed. How could a business fail, when it had earned a 
$21,000 profit? Read next month's accounting article to 
learn the solution to this mystery. 
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TIFFANY, above all, STANDS for highest 
quality at lowest annual cost. Tiffany builds the 
finest office machine stands available and has 
a world-famous reputation for quality. 


Tiffany Stands have such unusual features as 
the adjustable open top, %” thick angle steel 
construction and heavy iron castings that cover 
casters. No wonder Tiffany is first choice of 
office workers and management everywhere. 
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Will Your Boss 
Pass the 
March 15 Exam? 


Uncle Sam is preparing a test for your boss, one that will 
flatten his pocketbook if he flunks it. 


Examination Date: “The 15th day of the third month 
after the taxable year’—March 15 for most taxpayers be- 
cause they use the calendar year. 


The Exam: The federal income tax form, of course. 


Since so many of you executaries (yes, we like that word 
also) often are asked to make out your bosses’ tax returns, 
we're including a small test which we hope will help you 
help your boss pass the Government's exam. 


If you don’t know all the answers, you're in danger of 
having your boss overpay his taxes! Just to be sure, you can 
find the answers on page 23. 

This test is based on material from the American Insti- 
tute of Accountants, the national professional society of 
certified public accountants. 

1. Your boss’ wife did some work as a substitute teacher 
which brought in less than $600. She wants a refund of 
the tax withheld from her pay. Your boss should— 
a. Let her file a separate return to get her refund, then 

file his return claiming exemptions for both of them. 
b. Advise her to file a joint return with him. 
c. Each file a separate return claiming one exemption. 


2. Your boss obtains three loans: the first to buy business 
supplies, the second to make repairs for a tenant, and 
the third to pay his son’s college tuition. He can de- 
duct— 

a. The interest on the first loan. 
b. The interest on the first and second loans. 
c. The interest on all three loans. 


3. Your boss owns several types of securities. Which of 
the following is taxable? 

a. Stock dividend (common stock distributed to com- 
mon stockholders). 

b. Interest on state and municipal bonds. 

c. Interest on bonds of a tax-exempt educational insti- 
tution. 

4. Your boss is the sole proprietor of your business. His 
daughter worked for him part time and earned $595. 
She filed a return to get a refund of tax withheld from 
her wages. Your boss can— 

a. Not take a deduction. 
b. Deduct her wages as a business expense and take a 
$600 exemption for her. 
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Answers to Questions 
on this page 
appear on page 23. 


c. Deduct her wages as a business expense, but not 
take the $600 exemption. 


. The company’s inventory pricing method can be 


changed only— 

a. If you are on a calendar year basis. 
b. By permission of the Treasury. 

c. Once during the life of the business. 


. Your boss gave his church a corner lot for which he 


had paid $500. Its value at the time of his gift was 

$1,500. 

a. He must pay a capital gains tax on the $1,000 in- 
crease. 

b. He may claim a deduction of $500. 

c. He may claim a deduction of $1,500. 


. Which of these is mot a requirement in claiming the 


$600 exemption for a dependent: 

a. The dependent must be a close relative as defined in 
the tax instructions. 

b. Must not have had $600 or more of income. 

c. Must not be claimed as an exemption by his or her 
spouse. 

d. Must be a citizen of the United States. 

e. Must have received more than half his or her support 
from you. 


. The business is a partnership. The partnership tax 


year— 

a. May be a fiscal year ending the last day of any 
month. 

b. Must be the same as the personal tax year. 

c. Must be the calendar year. 


. Your boss recently sold 25 shares of stock for a gain 


of $100. He had held these shares just under six months. 

He had no other “capital” transactions, His tax on this 

transaction— 

a. Is the same as for ordinary income. 

b. Can not be more than the capital gains ceiling of 
26%. 

c. Is based on 50% of his capital gain. 

Your boss made a gift of stock to one of his children. 

If the dividends from this stock amount to less than 

$600— 

a. The dividends must be reported, but no tax is im- 

d. 

b. They are taxed as a capital gain. 

c. They do not deprive him of the dependency exemp- 
tion for the child. 
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At the end of the last century women were just begin- 
ning to invade the all-masculine business offices of that era. 
Today—a comparatively short time later—industry could 
not exist without its feminine aides-de-camp. 


As women steadily replaced men, educators saw possi- 
bilities of training them to operate typewriters, to take 
notes in shorthand, to learn bookkeeping, to manage busi- 
ness offices, to supervise accounting departments, ad infini- 
tum. Women went to school and eventually formed asso- 
ciations, the most beneficial to secretaries, your own NSA. 


But in spite of the ever-increasing significance of women 
workers, there’s a possibility that a “missing link” is lurking 
in your educational background. This link may involve the 
heart of your most constant ally—your typewriter. 


Knowing about this link can mean the difference between 
a machine that operates satisfactorily or inadequately, be- 
tween a well-groomed letter or a poor one. The heart of a 
typewriter, which many know little about, is the rubber 
platen or roller. 


For the purpose of this article, the typewriter platen can 
be compared to an automobile tire. For example, you don’t 
expect your tires to last as long as your automobile; you 
have them checked periodically and you replace them when 
they wear out. 


Not Your Employer’s Worry 


Perhaps you think it’s your employer's responsibility to 
examine and maintain his equipment. But think of those 
automobile tires again and of the automobile company’s 
salesmen. It certainly isn’t up to the sales manager to check 
the tires on the cars of his sales force. Every salesman checks 
his own. His safety may be involved eventually, just as your 
typewriter may affect your future. 


The Platen and Your Work 


The platen in your typewriter governs, first of all, the 
general operating action of your typewriter. When the roller 
becomes worn and hard, not only your operating efficiency 
suffers, but the machine itself takes a beating. 


Your platen also affects type impressions on your letters 
and other typewritten copy. These impressions can be clear 
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and uniform or they can have that “sawed-off” look—all 
because of a hard roller. 


A common grievance that almost every secretary has ex- 
perienced at some time is the typewriter’s lack of paper- 
gripping power. It may be when you're inserting envelopes, 
or sets of carbon and paper, or realigning copy after correct- 
ing your work, When a platen gets old, it loses its gripping 
qualities, working in conjunction with feed rollers on the 
typewriter, and your stationery and envelopes won't feed 
into your typewriter properly. 


The platen also contributes to a number of other factors 
in the performance of your typewriter: ribbon wear, noise, 
and type action. 


Special Rollers for Special Work 


In the development of typewriter platens, the need for 
special platens for specific jobs has been filled. Now you 
can buy a platen compounded to make a few carbon copies, 
or one that will make as many as twenty carbons. After 
years of research, experts in office machine platens can de- 
termine exactly what a compound will accomplish. Using 
precision testing, technicians didn’t stop with one general 
compound, to be used by all typists, but developed and pro- 
duced several to meet exact requirements. 


For Stencils Too 


Maybe you don’t like to cut stencils “because the O's 
drop out if you don’t handle the keys with kid gloves!” Or 
maybe you have to cut numerous stencils, and soon develop 
a swollen, distorted platen. If that’s true, you obviously 
haven't been told about the rollers especially designed for 
stencil-cutting. These platens permit you to cut stencils ef- 
ficiently without harming your platen and yet remain serv- 
iceable for your regular work. 


Let’s Make a Survey 


Your typewriter or office machine dealer can supply a 
platen to fit your requirements, or you can buy a new platen. 
Unfortunately, he is often called only after a machine fails 
to function properly. But if you recognize the symptoms 

(continued on page 23) 
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Editor’s Note: 


TirRE TOWN CHAPTER in Akron (home of our Na- 
tional President) felt they had an employer in their 
midst who was really exceptional. After reading this 
story about the “boss extraordinary,” we’re sure you'll 


agree. Thanks to TIRE TOWN for the tip. 













John S. Knight—Henry Cabot Lodge 


By BEN MAIDENBURG 
Executive Editor, 
Akron Beacon Journal 


There’s one boss in these United States who legitimately 
rates two invitations to NSA Boss Nights, and that’s be- 
cause two of his four secretaries are NSAers: Lillian Bren- 
ner in Akron and Ardyth Conohan in Miami. 


In case you’re wondering what manner of man this is, 
his name’s John S. Knight and he owns four newspapers in 
as many cities. And he’s unique for more reasons than the 
fact that he has so many secretaries. I'll give you an example. 


Newspaper type is measured in “points,” and there are 
72 of these points to an inch. Some weeks ago, it was de- 
cided to change the type face in the Akron Beacon Journal. 


We had agreed, after lengthy tests in which the public 
participated, to use a certain type of a specified size for 
the general reading matter. For the editorial page, we plan- 
ned to use a little different, and slightly larger type. After 
examination of many type faces, we concluded the type 
used on the editorial page of the Chicago Daily News was 
just right. 


When the boss—John S. Knight—came back to Akron, 
we showed him a sample of the editorial page type selected. 
We said it was the same type the Chicago Daily News 
was using on its editorial page. 


The boss—Jack Knight—looked at it, and said “The type 
you've selected is smaller than that used in Chicago.” 


Jack Knight is not the kind who says black is white, 
and insists, in the Hollywood manner, that everyone chorus 
“yes, sir!” So we explained we'd examined the Chicago type 
by all visual means, magnifying glass included. He stuck to 
his opinion, we to ours. 


Jack Knight is 59 and doesn’t wear glasses and we, the 
editors and mechanical experts, figured he could be wrong. 
After all, it would be easy to make an error when trying to 
discern between type 8 points high and type 9 points high, 
since there are 72 points to the inch. 


We editors and mechanical supervisors retreated for re- 
grouping, as they say. During the re-grouping someone 
suggested we call Chicago and ask some questions. The 
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telephone call left us with rosy faces, but with still another 
measure of respect for the boss. 


He was right! The type we had selected was 8 point. 
The type being used in Chicago was 9 point. Jack Knight 
had noted a difference in one point—one 72nd of one inch. 


This story is related to make only one point—and believe 
it, no pun is intended. 


Jack Knight, though owner of four of the nation’s most 
influential and successful newspapers—the Akron Beacon 
Journal, Miami Herald, Detroit Free Press, and Chicago 
Daily News—temains as close to the basic ink and lead 
and paper as any employee down the line. 


How does he do it? The writer has worked for Jack 
Knight for going on 25 years, and on all four papers and 
has had a wonderful opportunity to observe him closely. 
Yet this amazing ability to stretch himself remains one of 
the big mysteries. 


His routine is about the same in every town. He comes 
into the office about 9:00, leaves around 5. He seldom 
works on Saturday, and frequently is absent participating in 
civic meetings, or attending conferences and the like around 
the nation. But, 


—He has a complete grasp of what goes on not only in 
each newspaper, but in the whole city as well; 


—He keeps track not only of the four newspapers, but 
several radio and television properties; 


—He runs a paper mill; 


—He not only knows news from A to Z but is one of 
those rare publishers who knows the business end of the 
papers, the radio, and television stations. 


—He writes a weekly “Editor’s Notebook” that draws 
more mail than any single feature in the four papers. 


—When big news is breaking, he turns reporter. 


Many examples of his reporting could be cited. He was 
a correspondent in the Pacific, and saw the Japanese sur- 
render aboard the Battleship Missouri. He served a stretch 
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as a United States liason attache in London during the 
months when the blitz was at its height. 


At the recent Republican national convention, he scooped 
the nation when he wrote, three days before it happened, 
that Eisenhower and Nixon would be the GOP nominees. 


Perhaps a quick review of his past would be a key to 
his present. 


His father, Charles Landon Knight, owned the Akron 
Beacon Journal. The paper then was good, but hardly the 
paper it was to become under son Jack. 


As a boy, Jack played on the Akron Central High School 
state championship football team. He went to Cornell Uni- 
versity, but quit to join the Army in World War I. The 
infantry was too dull for him, so he joined the group who 
volunteered for the air corps. 


Out of the army, he came back to the Beacon Journal 
to handle every job there was in the news room. When his 
father died in the early 30's, Jack took over and no one on 
the staff those days ever had reason to say that the late 
boss's son didn’t know which way was up. 


In 1937, Knight bought the Miami Herald. In 1938, he 
bought out the Beacon Journal's opposition newspaper in 
Akron. In 1940, he purchased the Detroit Free Press, and 
in 1944, the Chicago Daily News. 


Not one of these newspaper properties in Miami, Detroit, 
and Chicago was a ready-made, profit-earning sinecure. 
Each was in “trouble” and each needed expert guidance. 
With all three papers, a slip or two might have meant dis- 
aster. 


Not many employees in the early days of the Herald and 
Free Press put in more hours than Jack Knight. The writer 
was with the boss on these ventures. Jack was in the news 
room, in the press room, down in the dingy dungeon where 
they store paper. He learned the newspapers’ problems first 
hand, by personal inspection. In a short time he knew the 
weak points and the strong points. Far from just being the 
occupant of the fancy publisher's offices, he was determined 
to get all the answers. 


The gent who tried, in those days, to get by Jack Knight 
with bluff soon found out it was more profitable to stay 
in bed. The men and women who gave straight answers, 
who pitched in and who were eager to help erect a strong 
newspaper property stayed around and profited. 


Everyone who's worked with Jack Knight knows that a 
weepy secretary or an editor who wants to come a-running 
every five minutes for advice, had better shift gears, or 
shift jobs. Secretary or editor, you’d best know your job 
with Jack Knight. If you do, you'll find him sympathetic 
and warm and understanding to all sorts of things. You'll 
find, if you know your job, Jack Knight won’t, 

—Be sending you memos every 10 minutes 

—Be throwing his weight around; 

—Be telling you how to run your job. 


Jack Knight, I've found in this quarter-century, is a man 
with a real warm heart, but a heart which pumps ice water. 
I've seen him weep tears over hard luck that’s hit an em- 
ployee. Yet when it comes to business, nothing disturbs him. 
Nothing excites him. When his mind is made up, nothing 
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will sway him from what he considers a newspaper's duty 
to the community. He takes an interest in things so small 





that the outsider would swear he’s wasting his time. 


He takes on one problem at a time, and masters it. He 
detests taking a 100-mile trip over a winding road, when he 
can fly in a straight line to his goal. He has no fear of 
delegating authority to editor or secretary. In a setup like 
this, the secretary or editor who fails has no one to blame 
but himself. I've seen Jack Knight in unhappy moments, 


(continued on page 22) 





The Answer to Your MONEY Problems 
is in this little Jewelry Box... 





NO INVESTMENT 
NO OBLIGATION 
WE FINANCE 


Unusual costume 
jewelry. Hand Made 
by physically handi- 
capped. SELLS ON 
SIGHT. Liberal 
PROFITS .. . Every- 
thing furnished. 


Ask to see samples, write to: 


HILLCRAFT, ROCKVILLE, INDIANA 
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IT'S THE SPACING THAT DOES IT! 





“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


VBE, YPERITE 
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INDEX TABBING With 
Pica Spaced Inserts!” 








SAVES 56% Typing Time! 
On Typing |, 2, 3 Line Titles 

e Typing is Faster, Easier! 

e Always on a Straight Line! 

e Titles Are Neater, Cleaner! 


e Ends the Need for Tedious, 
Fatiguing Soft Roller Work! 





PS = 


The new AICO TYPERITE TABBING has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit use of the line space lever when 
typing titles. This ends the need for soft roller work when centering 
or positioning the titles on the insert strips. Just set the line space 
lever for 1, 2 or 3 spaces and you breeze right through the job. 
Now, at Your Stationer, or Write Dept. 2 for FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, IIl. 
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Daydreaming 


Human 
Relations 


In The 
Otfice 


The secretary of 1954 knows that the need for good 
grooming is elementary, but what she must also learn to 
understand are the ingredients that make up sound human 
relations. Men who may themselves be somewhat lacking 
in the niceties of grooming and behavior are keenly observ- 
ant and critical in choosing their secretaries. 


By BEATRICE DESFOSSES 
Author of 
“Your Voice and Your Speech” 
Speech Consultant at Finch College 
and the Berkeley Schools 


Here are some quotations from a recent survey of one 
thousand business executives conducted by my students at 
the Berkeley Schools in East Orange, White Plains, and 
New York city. 

Q. What do you look for in interviewing a new sec- 
retary? 

A. I notice her posture as she walks into the room; how she 
wears her clothes rather than whether they are expen- 
sive or not (hat, gloves, and stockings are required at 
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Late again 


this point); body repose with restful hands that do not 
fidget; how she listens, how she speaks, and whether she 
meets my eyes. 


. What about her skills? 


. These I consider in relation to my own work: in inter- 


ior decoration, for instance, she should have a genuine 
interest in home decorating and a sound knowledge of 
color schemes; an executive in the lumber business says 
he insists on speed and accuracy above all. 


. What are your “pet peeves” in regard to a secretary? 


. I most abhor the secretary who chews gum like a cow; 


argues constantly; is too bossy; brags about being sec- 
retary to a “big shot;” is noisy; makes trouble among 
co-workers; swears (boss’s privilege); comes in late 
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and leaves early; takes too long for lunch; fails to check 
letters and reports; gloats when she changes a phrase of 
my dictation; wears a slip that shows; wears her hair in 
curlers under scarf; has B.O.; wears heavy perfume; 
sits like a pretzel; airs personal troubles; is not ladylike. 


. Do you allow your secretary to smoke in the office? 


. Never in a first interview or in my own office, or near 


papers and files (fire hazard), or in public view. My 
firm provides a lounge and a rest period; otherwise 
smoking should be confined to lunch outside. 


. How do you feel about make-up? 


. I appreciate the secretary who looks her best. If a girl 


has a fresh, unspoiled complexion she should use noth- 
ing but a little powder on her nose and a touch of sub- 
dued lipstick on her lips. However, most women and 
girls need some makeup to look their best and to bring 
out their good features; foundation cream darker than 
skin; rouge (if any) lightly and skillfully applied; lip- 
stick—kept fresh—to follow the line of lips, and never 
excessive; eyebrow pencil (if needed) to follow natural 
eyebrow; no mascara or eye-shadow; a faint, clean per- 
fume—nothing exotic. No hair dangling in eyes or face; 
hair and hands always clean; unobtrusive nail polish; 
no extreme colors: silver, blue, or green. 


What are your ideas on posture? 


A. Posture should be easy and graceful in sitting, standing, 


and walking. A girl who slumps at her typewriter looks 
insecure—as though she were going to collapse under 
her great burden. If she only knew how much better 
good posture makes her look she would spend more 
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time acquiring it than fussing with hair-do and make-up. 
Also, poor posture affects her breathing and speech. 


Q. What do you listen for in the voice and speech of 
your secretary? 


. A voice that is clear, sincere, friendly, patient, varied, 
cheerful, mature, confident, reassuring. Speech slow 
enough to be easily understood, definite enunciation, 
correct pronunciation. Language simple, direct, tactful, 
grammatical, good vocabulary, respectful without being 
apologetic. Ability to carry on an intelligent conversa- 
tion with clients. Manners in speaking that include the 
ability to meet people’s eyes while speaking or listening; 
to greet people courteously; to introduce them properly, 
and to remember names. 


Firms that spend thousands of dollars on employee 
education overlook the great importance of speech train- 
ing. A firm is judged by the voice that speaks for it. 


. What about telephone manners? 


. My secretary should avoid curtness, slang, “O.K.” (which 
may get by face to face); mumbling, faintness; blasting 
into receiver; officiousness; over-efficiency; being too 
personal with clients; going into rambling details; mak- 
ing her own personal calls (instead of reserving them 
for lunch-time or when work is not at its height). Tele- 
phone manners are so important that frequently spe- 
cial training is given in the fast, accurate, and tactful 
handling of messages in business. 


Q. What are the qualities of mind and heart that count 
the most with you in choosing and keeping a sec- 
retary? 


A. Cheerfulness; fair play; team-work; good sportsmanship; 
loyalty; willingness to pitch in during rush period; tact; 
dependability; consideration of others; common sense; 
courage of convictions; initiative; thoroughness; accu- 
racy; punctuality; enthusiasm; interest without curiosity; 
reporting regularly for work; if ill or otherwise unavoid- 
ably absent, reporting immediately by telephone. 


She should avoid trying to reorganize the office when 
she is new; telling others how to do their work; blaming 
others for mistakes; wasting time by gossiping; going 
to the restroom for hours on end; abusing privileges (if 
there is a break for rest or coffee, it should not be ex- 
tended); daydreaming; coming to the office with a 
heavy cold, thus infecting others; letting authority go to 
her head; assuming that the boss’s secretary IS the boss. 


In general the survey revealed that business executives 
want a feminine, well-groomed, and considerate secretary— 
one with taste and intelligence. They look for common sense, 
ability to compose a business letter, to arrange appoint- 
ments, to spell, punctuate, and to have gracious manners 
and a good voice. 


A top-flight executive said with an air of finality: 


“I won't hire a girl, no matter how good her skills, if her 
voice is shrill or monotonous.” 


Seventeen 














We were pleased to see this article printed in The Office, monthly maga- 


zine devoted to management, equipment, and methods. We feel it 


supports our assertion that the NSA and CPS are receiving 


Do you know the meaning of CPS? 
These letters stand for Certified Profes- 
sional Secretary, the certifying program 
sponsored by the National Secretaries 
Association. The Certified Professional 
Secretary Institute administers an annual 
examination at the leading colleges and 
universities in the United States. These 
educational institutions are known as 
“centers” for the examination. The in- 
stitute is comprised of six members from 
the educational field, six members from 
business and industry, six members from 
the National Secretaries Association, the 
national president and the immediate 
past national president of the association. 
Dr. Estelle Popham of Hunter College, 
New York, is presently dean of the in- 
stitute. 

The members of the institute from 
education write the 12-hour examination 
covering six areas consisting of: human 
relations, business law, economics and 
business administration, secretarial ac- 
counting, stenography, and general sec- 
retarial and office procedures. After the 
examination has been drafted, a meeting 
of the institute is held to analyze the 
questions and determine that the con- 
tent is based on experience and practical 
knowledge as well as theory. 

While the overall educational program 
of the National Secretaries Association 
is geared to attain the main objective of 
the association—the up-grading of the 
secretarial profession— the association 
has not limited the benefits of this ex- 
amination to its own members. It may 
be taken by anyone who is able to meet 
the qualifications as set up by the insti- 
tute. The first annual examination was 
administered in 1951 to approximately 
300 secretaries at 13 centers. In 1952 a 
‘total of 500 secretaries qualified to take 
this examination at 27 centers and, in 
October, 1953, it was given to 700 sec- 
retaries at 33 centers. 
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increasing recognition across the nation. 





With a total of 185 individuals priv- 
ledged to hold a Certified Professional 
Secretary Certificate (the results of the 
1953 examination were not yet known), 
it is recognized that the examination is 
a difficult one. Yet the interest in the 
examination is steadily increasing. Those 
who do not pass all six areas of the ex- 
amination continue their studies and re- 
take the failed subjects a second time. 

The matter of operating costs is an 
everlasting concern of management. 
Members of the National Secretaries As- 
sociation recognize this important factor. 
They know that if every employee has 
a keen interest in the job being done, 
has the desire to do that job well, and 
is willing to carry a full share of respon- 
sibility rather than a half-share or even 
less, costs can be reduced. Educational 
programs are held at the monthly meet- 
ings of NSA chapters so that members 
may broaden their knowledge of what 
business is interested in, and learn of 
ways to improve themselves on the job 
through speakers representing business 
or education. 

Review courses are conducted through 
the cooperation of universities and col- 
leges in cities where chapters are located, 
to assist members in preparing for the 
certifying examination. These courses are 
open to non-members. Yet the associa- 
tion has felt the need to supplement its 
program to bring additional benefits to 
management, thus the idea of sponsoring 
workshops in conjunction with the chap- 
ters’ local educational institutions was 
conceived. These workshops are open to 
all secretaries and management is invited 
to encourage its personnel to attend and 
take advantage of the benefits to be de- 
rived from such interesting subjects as 
Review of Grammar, An Executive's 
View of Business Letters, Resume of 
Business Law, Operating Costs of Busi- 
ness, and Human Relations in Business, 
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by LILYAN MILLER 


just to mention a few. 

The secretary and her employer should 
work together as a team for the mutual 
interest of both of them. Through the 
secretary and her employer working to- 
gether, better results will be obtained 
for management. This is definitely a two- 
way program. Many chapters of the as- 
sociation hold an annual joint meeting 
with the National Office Management 
Association for an exchange of ideas on 
what management wants from the secre- 
tary and the contribution the secretary 
can make to management. Still not yet 
content with its efforts to bring better 
qualified personnel to management 
through its certifying examination and 
workshop program, chapters grant schol- 
arships to young women who are in need 
of financial assistance to further their 
education in secretarial science. 

Recognizing that every member of 
the association has garnered a wealth of 
knowledge during her working career, 
and wishing to supplement further the 
scholarships that are granted, members 
are endeavoring to lend a helping hand 
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to the potential secretaries of tomorrow. 
Chapters arrange for their members to 
present a series of lectures to secretarial 
science classes of local schools. In these 
lectures they strive to keep before the 
students the constant need for the desire 
to do a good job, to render a day’s work 
for a day's pay. Students are advised of 
the many factors that comprise a top- 
level secretary. The lectures cover a wide 
area, from an interview for a position to 
the proper form of business dress, and 
thus the students receive first-hand 
knowledge of the responsibility they are 
about to assume in the business world. 

Yes, the members of the National 
Secretaries Association are earnestly 
striving to merit a position on manage- 
ment’s team. The holder of a CPS Cer- 
tificate is adequately equipped to assume 
responsibilty. She has shown ability and 
the will to improve herself by spending 
much time in preparing for and taking 
the certifying examination. Encourage 
your secretary, and all the secretaries in 
your company to register for this exam- 
ination. It will be a challenge to them, 
but, more important, the mutual interest 
of the secretary and the employer in this 
certifying examination will bring the 
end result we are striving for—secreta- 
ries with adequate training and quali- 
fications to share the heavy burden of 
management. 


(Editor's Note—Results of 1953 CPS 
in this issue.) 
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(continued from page 4) 


to assist secretaries in preparing for this 
annual certifying examination. Our own 
University of Toledo has been most co- 
operative in this respect, with excellent 
registration response on the part of 
Toledo secretaries. The CPS examination 
is a very stiff 12-hour, 2-day test. The 
first one was given in 1951. 


So you see GOOD SECRETARIES 
MEAN GOOD BUSINESS. 


NSA also plays a very important role 
in every community. The Glass City 
Chapter of Toledo and Floral City Chap- 
ter of Monroe have given many free 
hours of time and typing to various com- 
munity drives and activities. We enjoy 
the enviable reputation that “when you 
give the NSA group a job to do, you 
know it will be well done.” 


There is a well established scholar- 
ship program in Toledo. Two scholar- 
ships are given each year at the Harriet 
Whitney Vocational High School to de- 
serving young students desiring to be- 
come secretaries. In addition, plans are 
now being formulated to set up a two- 
year secretarial scholarship at the Uni- 
versity of Toledo, which is also sponsor- 
ed by the Glass City Chapter. 


In closing, I should like to express a 


little thought personifying a secretary's 
feeling toward her boss . . . and I should 
like to use the word BUSINESS in so 
doing! 

When we separate the word BUSI- 
NESS into its component letters, we find 
that U and J are in it. In fact, if U and 
I were not in BUSINESS, there would 
be no BUSINESS. We are also aware 
that U comes before I in business, that 
the I is silent—seen and not heard, but 
very necessary. This indicates that it is 
an amalgamation of the interests of U 
and I... and when properly integrated 
BUSINESS becomes harmonious and al- 
together profitable. 








Welcome New Chapters 


DELAWARE CHAPTER 


Delaware, Ohio 


President 
Lillian Gordon 
Firestone & Burrows 
115 West Winter St. 
Vice President 
Olivia Bennett 
189 North Liberty St. 


Corresponding Secretary 
Mrs. Miriam Richey | 
Ohio Wesleyan University 
Sandusky St. 

Recording Secretary 


Pauline M. Plymire 
5814 East Winter St. 


Treasurer 


Edith M. MacPherson 
24 West Winter St. 
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KOKOMO CHAPTER 
Kokomo, Indiana 


President 
Katie Lee West 
Pittsburgh Plate Glass Co. 
Works #19 
Ohio and Vaile Aves. 
Vice President 
Mrs. Jerry M. Yoakam 
308 Elliot Court 


Corresponding Secretary 
Mrs. Jean L. Braskett 
1210 South Buckeye Str. 


Recording Secretary 
Mrs. Kathryn I. Heflin 
502 North Indiana Ave. 


Treasurer 
Mrs. Ruth A. Jennings 
111 North Indiana Ave. 


NOLA CHAPTER 
New Orleans, Louisiana 


President 
Mrs. Virgie S. Bordelon 
SoundScriber of Louisiana 
1718 Tulane 
Vice President 
Mrs. Bette Bergman 
2314 Jefferson Ave. 
Corresponding Secretary 
Mrs. Bettie J. McBride 
General Electric Company 
226 Lee Circle Bldg. 
Recording Secretary 
Dorothy Gustafson 
4311 Perlita, Apt. C 
Treasurer 
Rosemary Imhoff 
Pan American Corporation 
234 Lee Circle Bldg. 








RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELEscoPic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 


tape to 20 inches. 


EYEGUIDE CONTRACTED 


ee 20" J 


~ a i “ 
EYEGUIDE EXTENDED 











FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


1025—15th Street, N. W. 
RITE-LINE CORP, 1025—15h Street, N. 
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If you follow these simple steps— 
you'll find that this minimum time spent 
in pampering your cut flowers adds up 
to maximum enjoyment of their beauty. 
Using a very sharp knife so your 
flowers can absorb water easily, cut all 
stems on a long diagonal slant as soon 
as possible after they have been deliver- 
‘s; ed to you. Never use scissors. Immerse 
the flowers right up to their blooms in 
a pail of deep, cool water, and set them 
aside in a cool place. 

Then, when you have enough time to 
spend with your posies, here’s what to 
do: 


1. Fill the container you have selected 
with cool water. Make sure it is spot- 
lessly clean to prevent bacterial growth. 
Stir in a flower preservative, obtainable 
from your florist, following exactly the 
directions on the envelope or box. Don’t 
overdo it. Used in correct proportions, 
a flower preservative prevents or retards 
bacterial growth (as much as a clean 
container), adds days to the life span of 
cut flowers, helps develop unopened 
buds on spike flowers, encourages fuller 
blooms, and prevents fading. 


2. Next, remove all foliage from the 
lower portion of the stems—the part to 
be submerged in water. Otherwise these 
leaves may decay and clog cells, prevent- 
ing the flowers from getting the nec- 
essary water. 


Reprinted from Living With Flowers, 
monthly publication available without charge 
from your local florist. 


to make cut flowers 
last longer 


3. The only further care necessary is 
the addition of a little cool water as re- 
quired every day or so. You do not need 
to change the water, re-cut the stems, or 
disturb your arrangement in any way. 

4. If you don’t have a flower preser- 
vative, prepare the flowers as outlined 
in all other details. To ensure long life 
in this case, the water must be changed 
and an inch cut from each stem daily, 
always on a diagonal slant. Although 
this method requires more of your time, 
it does give you an opportunity to vary 
the design of the flower arrangement 
from day to day. 

Choose a location for the finished 
arrangement that is away from hot radia- 
tors, direct sunlight, frozen window 
panes, all chills and drafts. 

Provide sufficient humidity with ra- 
diator pans or room humidifiers. 

See that room temperature is not too 
hot—60 to 70 degrees is best for flowers. 

Do be sure to add fresh water every 
day to replace that lost by evaporation. 
When you're doing this, keep your 
flowers out of water as briefly as pos- 
sible. 

As the days pass, keep your flowers 
at peak beauty and freshness with tidy 
housekeeping. Remove the faded lower 
florets (and shorten the stems) of spike 
flowers, such as stock, gladioli, and snap- 
dragons, so that even the budded tips 
have their chance to come to full bloom. 
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Convention 


Warm-up 





by CAROLINE A. DICKIE, 


President, Long Island Chapter 


Here's what the Long Island Chapter thinks about 


the coming National Convention and your part in it. . 


As I sit here in my living room, I'm thinking about this 
new year and wondering what it will hold for the Long 
Island Chapter of The National Secretaries Association. I’m 
sure of some things: there will be new members, unique 
events, a second Boss Night, a different panel of officers in 
the spring, committees thoughtfully planning programs, but 
—most exciting of all—the National Convention in July. 


Our Long Island Chapter was formed just a month be- 
fore the 1952 Convention, and two of our members went 
off to Washington wide-eyed and excited about the pros- 
pects of a national secretarial convention. Because they 
came back to the chapter with animated reports of the 
event, we're all looking forward with great eagerness to 
our next large-scale meeting. 


In the summer of 1953 one of our NSAers attended the 
Convention in Seattle and once again the chapter heard 
about the excitement and thrills of a National Convention. 
Now we're going to have one in our own “backyard,” a 
Convention that we'll help to manage, so you can imagine 
how pleased we are. 


Every member is planning to participate and we're even 
arranging our vacations so we can spend all our time at 
the Waldorf Astoria and share in each hour of convention 
business. One of our members has signed up for the post- 
convention European tour, and we're having fun helping 
her make plans for it . . . at least verbally. 
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Because we have discovered that only by doing do we 
really begin to feel the scope of the work of NSA, we have 
traveled to state, regional, and national meetings, and we're 
anticipating leaving home once more to meet members 
from all over the country. You who haven't done so will 
be surprised to experience a thrill in merely listening 
to women from all parts of the United States; a mental 
uplift in sharing ideas with women from diversified branch- 
es of business, industry, and education; a sense of elation in 
working together toward common aims. 

You'll learn more about the significance of CPS, and 
you'll delight in the fellowship of other chapter members 
who share your dreams for NSA. If you haven't seen your 
national officers in operation, you'll be proud to participate 
in a meeting with them. You'll also be pleased by the way 
your fellow members handle the details of a Convention, 
and you'll return to your own chapter with renewed enthu- 
siasm for NSA. We know you'll feel that you have spent 
your time and your money wisely. 

Because New York is a city that fascinates even those of 
us who live on Long Island, you'll have much to do and 
see. Plan to stay long enough to enjoy some of the wonders 
of this fabulous city either before or after the Convention. 
We hope you'll plan to have fun with members of the Long 
Island Chapter, for we certainly hope to enjoy our National 
Convention to the fullest. 

We'll look for you in New York on July 21. 
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Portrait of a Boss 


(continued from page 15) 


but never have I seen him fret and stew because someone 
made a human mistake. 


It is quite obvious that come what may, he finds time 
each day to read all the four Knight papers word for word. 
He has been known to be an advertising solicitor on oc- 
casions. He takes a most active interest in all four communi- 
ties and states where his papers are located. He takes on 
tasks, like the time he directed a convention of the Ameri- 
can Legion in Akron and made a profit on it for the first 
time in Legion history. He’s not one of those bosses who 
says “yes, I'll do it” and then proceeds to hand over the 
hard work to an associate. 


He's a hot golfer, though he doesn’t trod the links as 
often as he did when he was owner of only one or two 
papers. He has a yen for croquet, and in case some of you 
think croquet is a lot of phoomph, try competing with ex- 
perts. He’s an excellent swimmer, but gets few other cus- 
tomers in his private pool in Akron—the water is about 
65 degrees on the Fourth of July. The ice-water-in-the-veins 
stands him in good stead at the poker table, or at bridge. 


Aside from a bit of over-weight, about which he com- 
plains once in a while, he’s in excellent physical shape. 


At the annual summer outing of the Beacon Journal, the 
boss is the regular pitcher for the “upstairs” baseball team. 


Though, due to his many interests, he’s hard to “get,” 
Jack Knight is known as one of the very best of public 
speakers. Reason for this is that he never takes on an en- 
gagement without making sure he’s going to have sufficient 
time to be prepared. 


He dresses well. In fact, one of the most frequent ques- 
tions asked of this writer is: “Who's Jack Knight’s tailor?” 


(Speaking of a “warm heart,” when Arthur Carstens, 
his secretary in Chicago became ill, Knight took him along 
to Miami in December. ) 


A mass of mail comes addressed to Mr. Knight each day, 
to Chicago, Miami, Akron, and Detroit. So the secretaries 
have to be on their toes for reasons that are too obvious to 
relate. 


Mr. Knight maintains his No. 1 home in Akron. Mr. 
and Mrs. Knight also have homes in Chicago and Miami. 
In Detroit, a hotel is home. 


One of the Knight's sons, John, Jr., was killed in World 
War II. He was a paratrooper. Another son, Landon, is on 
the picture Desk at the Detroit Free Press. A third son, 
Frank, after learning some of the ropes in Pontiac, Mich., 
is now with the Beacon Journal, selling advertising. A 
daughter, Rita, is married to a Chicago surgeon. 


It's about time, now, for one of you readers to sniff and 
say, “Well what would you expect one of his employees to 
say about Jack Knight?” 


A good question. 


For an answer, I can only refer you to amy other news- 
paperman in the United States. 
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Klausman, Jane 
Syracuse, 
Konow, Georgette 
Teaneck, N. J. 
Kruizenga, Stella A. 
Coldwater, Mich. 
Lee, Marjorie 
Wichita, Kansas 
Lehman, Frances E. 
Los Angeles, Calif. 
Lenahan, Edna M. 
Memphis, Tenn. 
Leonard, Lilly R. 
Beech Grove, Ind. 
Lindstrom, Norine A. 
Seattle, Wash. 
Little, Shirley A. 
Seattle, Wash. 
Loeffler, Carol A. 
East Cleveland, Ohio 
Long, Virginia 
Denver, Colo. 
Lord, Olive 
Hartford, Conn. 
Lubbers, Genevieve R. 
Des Moines, Iowa 
Malone, Elizabeth L. 
Roslindale, Mass. 
March, Gladys 
Berkeley, Calif. 
McCall, Mary L. 
Knoxville, Tenn. 
McCance, Zenna G. 
Indianapolis, Ind. 
McCash, Willa 
Fort Worth, Texas 
McCormick, Mary K. 
St. Albans, W. Va. 
McGregor, Louise C. 
Willowick, Ohio 
McMahon, Katherine C. 
Hartford, Conn. 
Moore, Mary E. 
Portland, Oregon 
Morse, Marjorie 
New York, N. Y. 
Moses, Aletha I. 
Buffalo, N. Y. 
Mraz, Sylvia J. 
Seattle, Wash. 
Neumann, Betty Cook 


Grosse Pointe Woods, Mich. 


Newman, Betty L. 
Peoria, 

Noble, Marian 
Houston, Texas 
Nykanen, Thelma D. 

East Detroit, Mich. 
Ortner, Irene E. 
Arlington, Calif. 
Ostermeier, Eleanor 
Chicago, Ill. 
Pangrazzi, Ceceila 
Brooklyn, N. Y. 
Parks, Julia D. 
Washington, D. C. 
Pendergast, Maria C. 
ouston, Texas 
Peters, Pauline H. 
Dallas, Texas 
Pfeiffer, Clara C. 
hicago, Ill. 
Pilcher, Lillian Margaret 
pulia, ¥. 
Pitman, Gladys M. 
Lynn, Mass. 
Plambeck, Dorathea 
Des Moines, Iowa 
Pool, Clairette C. 
Houston, Texas 
Quade, Ruth M. 
Omaha, Neb. 
Quigley, Mary A. 
Bloomfield, N. J. 
Ramsey, Gloria 
Denver, Colo. 
Redlich, Helen 
New York, N. Y. 
Reid, Frances G. 
Fresno, Calif. 
Reuter, Dorothy A. 
Bridgeport, Conn. 
Reynolds, Etta Coutermash 
nver, Colo. 


Rice, Martha N. 
Hawthorne, Calif. 
Rigsby, Gladys M. 
Washington, D. C. 
Riker, Marie M. 
Belleville, N. J. 
Robertson, Julia S. 
Birmingham, Ala. 
Rydin, Marcia K. 
Warrenville, Ill. 
Salaby, Mary 
Whitestone, N. Y. 
Schlemmer, Marian L. 
Muskegon, Mich. 
Schmidgall, Maxine 
Mackinaw, IIl. 
Schmidt, Mary Alyse 
Greeley, Colo. 
Schnurstein, Betty J. 
Chicago, Ill. 
Schroeder, Dorothy G. 
Port Jefferson, N. Y. 
Schroder, Martha E. 
Erlanger, Ky. 
Schwarzer, Nannie Lou 
Baltimore, 
Schultz, Dolores M. 
Minneapolis, Minn. 
Sherman, Ruth A. 
Denver, Colo. 
Smith, Elizabeth Ann 
Orlando, Fla. 
Sparks, Frances E. 
San Francisco, Calif. 
Spaulding, Florence Stella 
Clearwater, Fla. 
Stegmiller, Lucille D. 
Columbus, Ohio 
Stein, Helen F. 
Houston, Texas 
Steshko, Olga 
Bayonne, N. J. 
Stewart, M. Catherine 
Seattle, Wash. 
Stone, Roberta Jean 
Denver, Colo. 
Stronach, Bertha J. 
Hastings-on-Hudson, N. Y. 
Sullivan, Margaret A. 
Barrington, R. I. 
Swanson, Dorothy C. 
East Williston, L. I. 
Taylor, Isabella B. 
Ridgefield, N. J. 
Toll, Mary K. 
Arlington, Va. 
Townsend, Virginia A. 
Chattanooga, Tenn. 
Truitt, Ethel 
nver, Colo. 
Vanhoy, Elizabeth T. 
Greensboro, N. 
Walker, Jeanelle B. 
Chattanooga, Tenn. 
Wartman, Lois L. 
Providence, R. I. 
Watson, Marian D. 
Hartford, Conn. 
Weber, Mary B. 
Minneapolis, Minn. 
Wells, Marie M. 
Long Beach, Calif. 
White, Claire R. 
Dallas, Texas 
Wiederkehr, Carolyn 
Columbus, Ohio 
Williams, Marion L. 
Lansing, Mich. 
Wilson, Helen M. 
Minneapolis, Minn. 
Winfrey, Martha S. 
Richmond, Va. 
Winkle, Mathilda 
Flushing, N. Y. 
Wiscamb, D. Eileen 
Denver, Colo. 
Wolfram, Alice V. 
Ferndale, Mich. 
Woodin, N. Beth 
Indianola, Neb. 
Zampatti, Anna 
Flushing, N. Y. 
Zander, Jean E. 
Buffalo, N. Y. 


Zeka, Evelyn Marie 
Sh: 
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Will Your Boss 
Pass the 
March 15th Exam? 


ANSWERS TO TAX QUIZ 
(Questions appear on page 12.) 


In all these answers it is assumed that 
transactions are made in good faith and 
no special circumstances exist which 
would alter the effect. 


1. b. A joint return is best for husband 
and wife, except for unusual situ- 
ations, including some involving 
medical expenses and capital loss- 
es. It’s wise to figure the tax both 
ways before deciding. If the wife 
uses her exemption in a separate 
return, your boss is not allowed 
to claim it in his. 


2. c. The interest on the first and sec- 
ond loans can be deducted as busi- 
ness expense. The interest on the 
third loan is a personal deduction, 
unless the standard deduction is 
used. 


3. c. Certain types of organizations, 
such as religious and educational 
associations, are not required to 
pay tax, but your boss still must 
pay tax on interest received from 
their bonds. 


4. b. The wages are deductible if they 
are reasonable. The exemption is 
not lost, if she qualifies in all 
other respects, until her gross in- 
come reaches $600. 


5. b. Permission must be requested 
within the first 90 days of the 
year to be affected, except that 
application to change to LIFO 
(last -in, first-out) method may 
be filed with the return for the 
first year affected. 


6. c. A deduction for a charitable con- 
tribution is the value of the gift 
at the time it is made. You are 
not considered to have realized a 
taxable gain when you give away 
property that has increased in 
value. 


7. d. The dependent may be either a 
USS. citizen or a resident of the 
US., Canada, or Mexico. 


8. a. The fiscal year is established when 
the first return is filed after the 
business was organized. It may be 
changed only with Government 
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permission, requested at least 60 
days before the proposed year-end 
date. 


9. a. But if your boss held the stock 
beyond six months he would have 
had a Jong-term instead of short- 
term capital gain. He would have 
been taxed on only 50% of the 
gain, and in no case would the 
tax exceed 26% of the gain. 


10. c. The dividends are income to the 
child, provided the gift is con- 
sidered genuine, and no return is 
required from anyone having less 
than $600 gross income. 








Platen Problems 


(continued from page 13) 


indicating a need for a change, you can 

avoid days and even months of irritation, 

wear and tear on your machine, and— 

just as important—the mediocre work 

that results. Test yourself on these ques- 

tions: 

1. Have you changed your platen in the 
past year? 
Regardless of use, research proves 
that a platen should be changed after 
a year, because of the nature of the 
rubber which dries and deteriorates 
with age. 

2. Is your present platen “pitted" and 
hard? 
This condition not only ruins type 
faces and causes undue wear on your 
ribbon and on your machine, but it 
also produces poor typewritten copy. 


. Are your carbon copies legible? 
If not, tell your dealer the number of 
copies your work requires, so he can 
give you a platen that will produce 
carbons which are easily read. 


4. Do your envelopes or stationery feed 
into the machine unevenly? 
A glossy or lifeless platen cannot of- 
fer any resistance to the paper. 


5. Does the action of your typewriter 
keep pace with you? 
As a typist, you can be no better than 
the machine you operate allows, and 
the “heart of the typewriter” too often 
retards the action of your machine. 
Information about platens has been 
prepared for the executive secretary by 
the Ames Supply Company. “Know Your 
Typing Needs” will be sent to you, free 
of charge, upon request. Write to Con- 
sumer Education Dept., Ames Supply 
Co., 564 W. Randolph St., Chicago 6, 
Ill. 
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Dates to Remember 


NORTHEASTERN DISTRICT 
STATE MEETINGS 

New Jersey 

Time: March 27 

Place: Paterson 
Pennsylvania 

Time: April 2-4 

Place: Yorktowne Hotel, York 
Indiana 

Time: April 23-25 

Place: Severin Hotel, Indianapolis 
Illinois 

Time: April 24-25 

Place: Alton 
Wisconsin 

Time: April 30-May 2 

Place: Green Bay 
New York 

Time: April 30-May 2 

Place: Hotel Niagara, 

Niagara Falls 

Ohio 

Time: May 14-16 

Place: Dayton 
Michigan 

Time: May 21-23 

Place: Muskegon 


NORTHWESTERN DISTRICT 
Washington 

Time: April 3 

Place Hotel Ridpath, Spokane 


REGIONAL MEETING 
New England 
Time: May 7 
Place: Elton Hotel, 
Waterbury, Conn. 


NATIONAL CONVENTION 
New York City 

Time: July 21-24 

Place: Waldorf-Astoria Hotel 


NATIONAL SECRETARIES WEEK 
Time: May 23-29 
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SEE THRU CABINETS (202) 


Unit consists of twenty clear plastic 
spillproof drawers, 574"L x 2 %4"W x 
1 7/16"H, in a welded all steel cabinet. 
Overall size is 10 44"H x 12 Yy"W x 6"D. 
The cabinet has a silver-gray finish and 
comes equipped with rubber feet. Other 
models with from 8 to 128 drawers are 
available, as are those with larger size 
drawers. Portable models also are being 
manufactured by General Industrial Co. 
maker of this many uses type cabinet. 
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610 Woop STREET 
PITTSBURGH 22, PA. 





Gentlemen: 
I would like further information 
on the items circled below: 


202 203 204 205 206 


Name Fe a ee IP A ee 


Address... 
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FILE FOLDER LABELS (203) 


Self-adhesive file folder labels are manu- 
factured by Avery Adhesive Label Corp. 
in sheet form for easy marking, and come 
in a variety of colors with a single color 
band across the top for quick identifica- 
tion. As they stick to any clean, smooth 
surface on contact, they’re easily applied 
by rolling away the back sheet and laying 
the label on the file tab. There’s no lick- 
ing, no sticky fingers. They can be re- 
moved more easily than water gum labels 
and the file folders re-used several times. 


"“QUICK-QUEST" FILING (205) 


“Quick-Quest,” a filing device made by 
Woodall Industries of California, will re- 
main open at any desired point in your 
card or folder files until manually closed. 
Key unit is an adjustable-position, two- 
way throw plate. When file material is 
opened, plate forms a “V” opening that 
gives complete visibility, or, alternately, 
permits withdrawal of the desired mater- 
ial and re-filling without a search for the 
correct place. Models are available for 
use on desk tops, in 4” and 10” depth 


desk drawers, and in filing cabinet drawers. 
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COLLATOR (204) 


Fast action table top collator by Thomas 
Collators, Inc. uses the tilted bins and 
ball bearing mechanism of floor units. 
Pages are stacked into the bins where rub- 
ber-tipped fingers push the top sheets of 
each stack into the operator’s hands. The 
assembled set of papers is quickly jogged 
and drops into a gathering tray. The entire 
collating cycle is controlled by a hand 
lever located on each side of the machine. 
Available in 5 and 8 bin capacities, the 
unit occupies 16” x 27” of space. 





DICTATING MACHINE (206) 


The new Vanguard is a magnetic type 
dictating machine using a sheet of sensi- 
tized paper, 814 x 11”. The master-magic 
sheet is inserted into the slot of the ma- 
chine and the voice inflections are record- 
ed through the magnetic head onto the 
paper. Perfect reproduction is attained 
with no scratch or surface noise. The 
sheet can be used again as many as 2,000 
times. Both the dictating and transcribing 
units are equipped with a built-in loud- 
speaker plus microphone, ear piece and 
foot control on the transcribing machine. 
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news from the four corners of N. S. A. 


SOUTHWESTERN DISTRICT 
Mrs. BEA ARNELL 

610 East Young Street 

Tulsa 6, Oklahoma 


Eleven-year-old Ray Saddler, chapter- 
sponsored violin student, was special 
guest at the December dinner meeting 
of Los ANGELES CHAPTER (Los Angel- 
es, Cal.). Mildred Maehl in the role of 
Santa distributed gifts brought by mem- 
bers and 28 guests. Mrs. Reatha Wil- 
liams led the group singing. 


* * * 


With State President Jo Maes Knoerr 
as installating officer, SUBURBANITE 
CHAPTER (Huntington Park, Cal.) came 
into existence on December 9 with 28 
charter members, four being transferees 
from LOs ANGELES, the sponsoring 


chapter. 
* * * 


For the second year Christene Schuetze 
will receive a $300 secretarial scholar- 
ship awarded by the HOUSTON CHAPTER 
(Houston, Texas), at the University of 


wo 


ce 
- or =. 





Houston, where Christene is majoring in 
Secretarial Administration. The CHAP- 
TER also is sponsoring a scholarship at a 
local business college, where LaNell Parr 
is taking an executive secretarial course. 
This training, valued at $325, is paid for 
by 12 lectures given to the Business 
School student body by members of the 
chapter. Each lecture covers a specialized 
secretarial subject. City Hall girls parti- 
cipated in the last lecture and the May- 
or’s wife, Mrs. Hofheinz, came to see 
how it was done, making quite a “hit” 
with the students. At the Christmas 
Party, Santa Claus (Eleanor Gerritz’ 12 
year old son) and the Red Nosed Rein- 
deer (Clarice Lander’s 12 year old daugh- 
ter) distributed the gifts. 


* * * 


On December 5 in the Roosevelt Hotel, 
PELICAN CHAPTER (Shreveport, La.) 
entertained the members of the NOLA 
CHAPTER (New Orleans, La.) with a 
dinner party, at which the new group 
was chartered with a membership of 11. 
National Membership Chairman Ella 
Trousdale of LAKE CHARLES, was the 
installing officer, conducting both the 


Leaders of the new NOLA CHAPTER (New Orleans, La.) are Louise Montens and Vir- 
ginia Turci de Jaive, Directors; Rosemary Imhoff, Treas.; Dorothy Gustafson, Rec. Sec.; 
Bette Bergman, VP; Bettie McBride, Cor. Sec.; Virgie S. Bordelon, Pres.; and Alma 


Wright, Director. 
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Arthur Dyer, Executive Secretary of 
Dallas County Polio Foundation, receives 
check from Bic D CHAPTER ( Dallas, Tex.) 
President Mattie Lee Mueller, as BIG D’s 
Vice President Neva Jones, and WFAA- 
TV’s Program Director, Jay Watson, look 
on. The Chapter manned 60 telephones 
during the 1954 March of Dimes Telethon. 


initiation and the installation ceremo- 
nies. Agnes Lacey, President of PELICAN 
CHAPTER, presided at the banquet and 
gave the invocation. Mrs. Eleanor Lavelle 
of PorT ARTHUR (Tex.) Secretary of 
Texas-Louisiana-New Mexico State 
Organization and Public Relations Chair- 
man, gave an address on the subject 
“Public Relations and Its Importance to 
a New Chapter.” Mary Bronsell of 
Shreveport presented PELICAN CHAP- 
TER’S gift of the NSA banner to Mrs. 
Virgie S. Bordelon, NOLA CHAPTER 
President, who made a gracious speech 
of acceptance. One of the highlights of 
the program was the transcribing of a 
message on the Soundscriber from South- 
west Vice President Eunice Beimdiek. 
The entire program was recorded on this 
machine. Mrs. Bette D. Bergman, former 
president of HoT SPRINGS CHAPTER 
(Arkansas) transferred to NOLA, as did 
Dorothy Gustafson, former president of 
the STAMFORD CHAPTER (Conn. ) 


* * * 


Bic D CHAPTER (Dallas, Texas) 
again this year manned 60 telephones 
during the 21-hour March of Dimes 
Telethon over WFFA-TV. So much in- 
terest was created by the 1953 Telecast 
that, in addition to 100% participation 
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SOUTHWESTERN DISTRICT 


by the chapter, husbands of members 
joined their wives for the “graveyard” 
shift and many friends of NSA volun- 
teered to help on this major civic pro- 
ject. Presentation to Mr. Arthur Dyer, 
Executive Secretary of the Dallas County 
Polio Foundation, of the chapter check 
and individual member contributions by 
President Mattie Lee Mueller, was tele- 
vised. Apropos for the first meeting in 
the New Year, the chapter's January 
program was “Forecast for 1954” by 
Harrison Wood, whose news and com- 
mentary program “This Changing 
World” is broadcast weekly coast-to- 


coast. 
~~ & 2 


VALLEY OF THE SUN CHAPTER 
(Phoenix, Ariz.) , hostess to the Western 
Regional Meeting at the Hotel West- 
ward Ho in November, reports a won- 
derful time and expresses the hope that 
all will return to the Valley. An informal 
cocktail party for early arrivals high- 
lighted Friday evening. Saturday morn- 
ing, registration and the first business 
session were held. Luncheon was follow- 
ed by a colorful style show sponsored by 
the Arizona Fashion Council, featuring 
southwest styles. The visiting girls were 
“bowled over” by the Squaw dresses, so 
popular in Phoenix. The afternoon’s 
business session included a panel discus- 
sion on the Secretary, Management, and 


















Pictured at the Special Guest Night din- 
ner of SAN D1EGO CHAPTER (San Diego, 
Cal.) are Mildred Aglietta, President, sec- 
ond from left, and next to her, Frances 
Thompson and Mrs. Frank Les Tina, guest 
speaker. 
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CPS, at which Colonel Alfred J. 
Smith, Jr., Personnel Manager of the 
Reynolds Metals Corporation, was guest 
speaker. After the cocktail party Satur- 
day evening, the girls were entertained 
at the banquet by students of West 
Phoenix High School with dancing num- 
bers and solos. Sunday morning's brunch 
was completely “Valley of the Sun,” 
with the hostess chapter members in 
colorful Squaw dresses which the visitors 
wanted to “buy right off their backs.” 
Entertainment was also Indian in theme 
—solos by Muriel McFarland, daughter 
of a member, accompanied at the piano 
by Dorothy O'Rourke, and her sister 
Mrs. Patsy Kendig, playing flute obligato 
and solo. After taking care of unfinished 
business, everybody departed by bus and 
car for “Round-up for Secretaries” 
through the desert to Scottsdale, to 
browse through the Western and Indian 
shops, opened especially for the NSAers. 
The finale was a Punch Party at fabu- 
lous Camelback Inn. 


* * * 


At the Special Guests Night Dinner, 
SAN DIEGO CHAPTER (San Diego, Cal.) 
Mrs. Frank Les Tina, well known in San 
Diego for her work for underprivileged 
children spoke on “Almost a Secretary.” 
In October the chapter presented “The 
Fashion Plate” with clothes from Lion's 
Department Store, modeled by girls 
from Fashionality. Vocal entertainment 
was furnished by Joyce Robarge. Pro- 
ceeds from this event were added to the 
Scholarship Fund. “Wills and Trusts” 
was the subject of an address by guest 
speaker J. M. Gillean, Trust Officer of 
the Bank of America, at the regular meet- 
ing in November. Proceeds from the an- 
nual rummage sale held in November 
were applied toward the delegate’s ex- 
pense to National Convention. 


* * * 


In December, members and guests of 
WILL ROGERS CHAPTER (Tulsa, Okla.) 
gathered at the home of Mrs. June Greg- 
ory, State President, for the annual 
Christmas party and to say farewell to 
Irene Gadelman, past national and chap- 
ter president, who will make her home 
in Ottawa, Kansas. Irene was presented 
with a knitted ascot scarf, made by Presi- 
dent Ann Whitten. The members ex- 


















Mother and daughter squaw dresses are 
modeled at Western Regional Convention, 
hostessed by VALLEY OF THE SUN CHAP- 
TER (Phoenix, Ariz.) at Hotel Westward 
Ho. 


pressed regret at losing Irene and wished 
her happiness in her new home. Contri- 
butions were solicited for a needy family 
which the chapter had adopted for 
Christmas. During the year members of 
the chapter will work with the Civil 
Defense in the different units of that 
organization, each member pledging a 
certain number of hours each month 
wherever needed. 
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NORTHWESTERN DISTRICT 


HELEN PARILEK 

2235 St. Mary’s Avenue 

Cox Avenue Apartments #317 
Omaha, Nebraska 


The Holiday spirit spread throughout 
the Northwestern District with chapter 
Christmas parties everywhere. Mindful 
of the spirit of Christmas, practically 
every chapter adopted a needy family, 
furnishing food, toys and needed articles. 
Chapter reporters were caught in the 


holiday tempo. 
* * 


AK-SAR-BEN CHAPTER (Omaha, 
Neb.) was happy to initiate five new 
members at their Christmas Party held 
at the Fontenelle Hotel. A “Christmas 
Cheer Hour” preceded the dinner, pro- 
gram, and the exchange of gifts. A 
needy Indian family was adopted by this 
group and the baskets were overflowing 
with food items. 


* * * 


On November 19 ROBERT LUCAS 
CHAPTER (Iowa City, Iowa) held their 
fifth annual Boss Night, entertaining 
the bosses and their wives at the May- 
flower Inn. The program consisted of an 


The Secretary 





acrobatic dance, tumbling act, and “The 
Battle of the Sexes” the purpose of 
which was to determine the stronger sex. 
Who won? The wives of course! This 
group held their Christmas party at the 
Johnson County Home with gifts and 
food for the inmates. 


* * * 


Members, relatives, and friends of 
CASCADE CHAPTER (Salem, Oregon) 
were invited to the home of Lois Man- 
ning for their annual Christmas party. 
A fatherless family with six small chil- 
dren was cared for by the chapter with 
food, gifts, and clothing. Names of se- 
cret pals were drawn again for the com- 
ing year since last year’s secret pals 
proved to be so much fun. Members of 
the chapter continue to donate their 
services by helping at the registration 
desk of various conventions; and by pre- 
paring the annual TB seal sales program. 
The rummage sale held early in Novem- 
ber was very successful and added a 
considerable amount to the treasury. 


* * * 


MINN-ARROW CHAPTER (Duluth, 
Minn.) held their annual Christmas 
party at the Kitchi Gammi club. Fea- 
tured entertainment for the evening 
were songs by the “Sky-liners,” mem- 
bers of the Duluth Barber Shop Quartets. 


* * * 


The spacious living room of Mr. and 
Mrs. Glenn L. Mendenhall, attractively 
decorated, was the gathering spot for the 
GREELEY CHAPTER (Greeley, Colo.) 
secretaries for their annual Christmas 
party. William Hayes, with his Polaroid 
camera, provided much hilarious enter- 
tainment for the evening. 


* * * 


Nebraska NSAefs are mighty proud 
of GINSA CHAPTER (Grand Island, 
Neb.). This small but very active group 
is always represented at Regional, State, 
and inter-chapter affairs. GINSA mem- 
bers participated in their Annual Career 
Conference Day at the Grand Island 
High School recently. Betty Dickerson, 
President, introduced panel members 
who spoke in two sixty minute periods 
to the juniors and seniors interested in 
secretarial courses. Mrs. Lois Hoover 
spoke on, “Why I Chose This Profes- 
sion,” Ernestine Lyons — “Advantages 
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and Disadvantages of This Profession,” 
Mrs. Shirley Luther—“Educational Re- 
quirements for This Profession,” Mrs. 
Wilda Paustian—“The Type of Person 
Needed in This Profession,” Marie Chris- 
tensen—"“What NSA Represents;” and 
Mrs. Vera Bullis—“What It Means to 
Become a CPS.” 


* * * 


Three guests were present at TALL 
CORN CHAPTER'S (Council Bluffs, 
Iowa) annual Christmas Party. Gifts 
were exchanged and each member was 
assessed 50c for the Sertoma Club Christ- 
mas Fund for handicapped children, 
which was augmented from the treasury 
funds to bring the total to $10. Favors 
brought back from the National Con- 
vention by delegate Nell Winter were 
used as prizes in answering Christmas 
quizzes. The highlight of the evening 


* * * 





Members of G1nsA CHAPTER attending the 
Annual Career Day Conference at the Sen- 
ior High School, Grand Island, Neb., are: 
back row, Mrs. Wilda Paustian; Marie 
Christensen; Ernestine Lyons, State Treas- 
urer; and Mrs. Shirley Luther. Front row: 
Betty Dickerson, President; Mrs. Lois 
Hoover; and Mrs. Vera Bullis. 


was the Christmas carol music played 
on the accordian by Jerry Jessen, young 
son of Mrs. Lois Jessen, a chapter mem- 
ber. 

. * * 

In line with a program to broaden 
their knowledge of Ogden industries 
and to become better acquainted with 
the role other members play in keeping 
those industries in motion, members of 
LOMAND CHAPTER (Ogden, Utah) had 
Dale C. Andrew, Sales Manager of the 
Ogden Plant of Swift & Company, as 
guest speaker at their luncheon meeting 





held at the Mansion House. Members 
and guests were entertained at a Christ- 
mas Party planned by the Membership 
Committee. Bingo was the game of the 
evening and the prizes were the ex- 
change gifts brought by the members. A 
dollar donation was made by each mem- 
ber for the Martha Home of Ogden so 
that furniture or clothing could be pur- 
chased for the Home. 
* * * 


Twenty guests, thirteen of whom be- 
came members, were entertained at a 
“Chat and Snack Hour” on November 
24, at the Hotel Kirkwood by HAWK- 
EYE CHAPTER, (Des Moines, Iowa). 
Membership Chairman Frances Reichow 
feels confident she will sign up several 
more. At their Christmas party the mem- 
bers heard the reading of “The Littlest 
Angel” by Mary Fitzgerald, solos by 
Mrs. Martha Rud and Lucille Wesson. 
Gifts were presented by an “in the 
flesh” Santa Slaus, Mrs. Mercedes Lind. 


SOUTHEASTERN DISTRICT 
KATHLEEN M. KING 

P. O. Box 1517 

Charlotte, North Carolina 


December 6 was a red letter day in 
Gainesville, Fla., when JACKSONVILLE 
CHAPTER (Jacksonville) installed the 
GAINESVILLE CHAPTER. Congratulations 
to both chapters, and all good wishes to 
the newest members of NSA. Mrs. Ora 
M. Stanley is president. 


* * * 


We are happy to congratulate FAIR- 
WAYS CHAPTER (Augusta, Ga.) on its 
presentation of a scholarship for a busi- 
ness course to an outstanding student in 
scholastic activities. The scholarship was 
awarded to Connie Tabb at the chapter's 
first anniversary party, quite an accom- 
plishment in its first year. The chapter 
volunteered to form a nucleus of 1,000 
women workers to contact 24,000 people 
by telephone to build interest in the 
citys Community Chest drive. The 
“Dial Augusta Day” telephone campaign 
operated under the leadership of NSA 
member Mrs. Charles C. Blanchard. The 
task was completed in three days. 

* * * 


Joan Jarvis successfully competed with 
five others from the city school system 
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SOUTHEASTERN DISTRICT 


of Birmingham, Alabama, to win the 
BIRMINGHAM CHAPTER'S semi-annual 
scholarship in December. The contest- 
ants took an examination including sec- 
retarial technique, tests for neatness, 
speed and accuracy, and interviews for 
poise and personality. The award was 
made at a banquet honoring this secre- 
tary-to-be, at which the guest speaker 
was Dr. Fetus M. Cook, President of 
Snead College of Boaz. Dr. Cook spoke 
on, “Discipline—Hope for Human Pro- 
gress.” Among the special guests were 
the administrators of the commercial de- 
partments of the Birmingham public 
high schools. 
* * * 

An NSA member was honoree in De- 
cember when the O. HENRY CHAPTER 
(Greensboro, N. C.) chose the chapter 
president, Mrs. A. H. (Lib) Vanhoy, as 
the recipient of the annual award of a 
service cup. The chapter uses a point 
system to determine the service each 
member contributes during the year; Lib 
was chosen from ten members. The trav- 
eling silver trophy was presented by last 
year's winner, Juanita Ramsey, at the 
annual bosses’ banquet. Special guests 
included a member-at-large, Mary Ruth 
Chiles of Gatlinburg, Tennessee, who 
spoke on the advantages of a CPS rating, 
and Mrs. Inez Greeson, former North 
Carolina Secretaries Association presi- 
dent. Mrs. Frances Myers of the O. 
HENRY CHAPTER, is the leader in the 
attempt to organize a chapter in Reids- 

* * * 





Mrs. W. T. Carroll, President of FaArr- 
WAYS CHAPTER (Augusta, Ga.), is shown 
initiating the first of 24,000 calls made on 
behalf of the Community Chest drive. 
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ville, early this year. Members have sold 
dish cloths to build up the scholarship 
fund to send a high school girl to busi- 
ness college for one year. At their Christ- 
mas dinner food and toys were donated 
for the children of a polio victim in 


Greensboro. 
. . . 


At the November meeting of the 
DURHAM CHAPTER (Durham, N. C.), 
Professor Merle M. Bevin of the English 
Department at Duke University told the 
group that secretaries should learn to 
master the mechanics of the language. 
He pointed out that it is more important 
to understand grammar than it is to 
know a few don'ts; that in addition to 
correctness, correspondence should ex- 
emplify grace of style, pleasantness of 
tone, and good vocabulary; and added 
that these come only from much reading 
done with delight. Members of the chap- 
ter donated prizes and refreshments for 
a highly successful benefit bridge and 


canasta party. 
* 


KNOXVILLE CHAPTER (Knoxville, 
Tenn.) provided at Christmas time food, 
clothing, toys, and school supplies for 
a widow and her four children. The 
members plan to continue aid to this 
family during the coming year. The 
drawing for the doll and her elegent 
wardrobe was held at the December 
meeting. Carols were sung, games were 
played, and a very Christmasy chapter 
bulletin was distributed. 


* * * 


CAPITAL CHAPTER (Washington, 
D.C.) initiated six new members at the 
annual Christmas party. A special re- 
corded address to the chapter by Nation- 
al President, Lilyan Miller, was presented. 
The members contributed canned goods 
for charitable food baskets. 


* * * 


Adding to the customary bustle of the 
Christmas season, the FORT LAUDERDALE 
CHAPTER (Fort Lauderdale, Fla.) hum- 
med with activity during the month of 
December. Fifty dolls were dressed by 
the members of the Optimist Club and 
were displayed at the meeting. During 
two evening “stuffing parties” eighteen 
thousand envelopes were addressed, stuf- 
fed, and sealed for the March of Dimes 
Drive, contributing 220 hours of secre- 
tarial work to that organization. A suc- 
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William T. Gordon, VP in charge of a 
branch of the Bank of Virginia, is crowned 
“Boss of the Year” by his secretary, Ann 
Mullen, at the annual Boss Night dinner 
of the OLD DOMINION CHAPTER (Rich- 
mond, Va.). 


cessful rummage sale was held early in 
the month on a very showery day. Ten 
new members were taken into the chap- 


ter. 
* * * 


DELAWARE CHAPTER (Wilmington, 
Del.) held its first Boss Night at its 
fifth birthday anniversary celebration 
in Hotel duPont early in December. The 
evening was highlighted by a guest 
speaker, Arthur Pryor, Jr. Mr. Pryor is 
vice president in charge of television 
and radio of Batten, Barton, Durstine, 
and Osborn, Inc., of New York. 


* * * 


When the PIONEER CHAPTER (Char- 
lotte, N. C.) held its dinner meeting in 
December, early arrivals were invited to 
join Inez Dellinger at the punch bowl. 
During the evening the group enjoyed 
a Christmas story by Zelda Garrison, 
music by John Overcash and Jean Miller, 
and gift opening under a Yule tree. 
Members are industriously selling at- 
tractive recipe boxes and small watering 
pots to increase the chapter's scholar- 
ship fund. 


* * * 


Judge A. Risely Ensor, Dean of the 
Mount Vernon School of Law, was guest 
speaker at the November meeting of 
MONUMENTAL CHAPTER (Baltimore, 
Md.). “Law for the Secretary” provided 
nine questions of varying importance to 
the secretarial profession that proved 
entertaining and educational. A group 
of Monumentalites visited the Maryland 
State Reformatory for Women at Jess- 
ups, Maryland, and were escorted through 
the buildings by the superintendent of 
the institution. Also in November, Ruth 
Banard baked and donated cookies which 
the chapter sold for “benefit of the 
treasury.” Nine members attended the 
Regional Meeting in Roanoke; two took 
part in the program. Mrs. Dorothy Du- 
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FAIRWAYS CHAPTER (Augusta, Ga.) was 
the presentation of a scholarship for a 
business course to Connie Tabb, outstand- 
ing student in scholastic activities. Pictured 
are: Anne Sturkey, Miss Tabb, Mrs. W. T. 
Carroll, Sara Lou Wideman, and Mrs. 
Minnie McGee. 


Bay ably stated the case of the CPS In- 
stitute and merits of CPS in a panel 
discussion, and Regina Funk, Southeast- 
ern representative on the National Pub- 
lic Relations Committee, gave a talk on 
being a secretary as “big business.” The 
December dinner meeting was a gay af- 
fair with Santa Claus present to distrib- 
ute gifts. Sixteen Monumentalites helped 
with telephone calls for the Cerebral 
Palsy Telethon in December. 
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More than fifty secretaries attended 
the first annual membership tea held 
by the BRIDGEPORT CHAPTER (Bridge- 
port, Conn.) at the Stratfield hotel. Rep- 
resentatives from Waterbury and Stam- 
ford were present. 


* * * 


WATERBURY CHAPTER (Waterbury, 
Conn.) ushered in the Christmas season 
with a gala party at the Hotel Elton on 
December 8th. An NSA chorus of chap- 
ter members provided the musical set- 
ting. 

* * * 

A. E. Langenbach, Assistant Vice 
President of First National Bank of Chi- 
cago, a banking, personnel expert, ad- 
dressed a special Study Group of mem- 
bers of LAKE SHORE CHAPTER (Chicago, 
Ill.) on December 8. Over 100 secre- 
taries heard about personnel problems 
that concern all industry. 


* * * 


TAWASI CHAPTER (Fort Wayne, 
Ind.), added nine new members to the 
roster in October at a dinner meeting 
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in the Hotel Van Orman. Phama Martin, 
Indiana State President, was guest 
speaker and also conducted initiation 


services. 
* * * 


The U. S. Steel Corporation Carolers 
entertained members of DUNELAND 
CHAPTER (Gary, Ind.) at the chapter's 
annual Christmas Party. The table was 
centered with a miniature Christmas 
tree surrounded by gifts. 

* * * 


The November Town Hall Meeting 
of the DETROIT TRANSCRIPT CHAPTER 
(Detroit, Mich.) was moderated by Dr. 
Irene Place of the University of Michi- 
gan. One hundred twenty-one members 
and guests discussed the ways and means 
of solving the problems facing the sec- 
retary of today and the relationship of 
NSA to employers. 


* * * 


Betty Cook, President of SHIAWASSEE 
VALLEY CHAPTER (Owosso, Mich.) of- 
ficiated at the initiation of three new 
members in October, admitting to mem- 
bership Margaret Gorte, Jean Coffield 
and Jackie Shaw. 


* * * 


FRUITLAND CHAPTER (St. Joseph, 
Mich.) held its second annual Boss 
Night Dinner at the Whitcomb Hotel 
on October 27. Elisha Gray II, President 
of Whirlpool Corporation, addressed the 
group. Under the chairmanship of Mrs. 
Fern Stalorites, assisted by Audrey Case 
on decorations, the theme of the evening 
“Wheels of Progress” was ingeniously 
carried out with miniature models of 
transportation vehicles, ancient and mod- 
ern, from the collection of Marie Cal- 
lendar’s husband. 

* * * 

PATERSON CHAPTER ( Paterson, N. J.) 

presented a gift check at its annual 


* * * 





Christmas Party to Miss Patricia Mee, 
a student nurse being sponsored by the 
chapter. 

* * * 

After a very interesting and inspiring 
talk by an officer in charge of the 
Ground Observer Corps of the Civil De- 
fense in the Lockport area, more than 
half of the members of the LOCKPORT 
CHAPTER (Lockport, N. Y.) signed up 
as “sky watchers,” volunteering their lei- 
sure time to this most important job 
on the home-front. 

* * * 


Former World’s Amateur Champion 
Typist, Chester Soucek, amazed members 
of the LONG ISLAND CHAPTER (Long 
Island, N. Y.) at the chapter’s October 
meeting during the course of a speed 
typewriting demonstration. In the last 
International Typewriting Contest at To- 
ronto, Canada, Mr. Soucek made an of- 
ficial record of 134 net five-stroke words 
per minute for one solid hour of typing. 
He struck the keys 41,485 times with an 
accuracy rating of 99.9%. Assistant to 
the National Typewriter Division Sales 
Planning Manager at Underwood Cor- 
poration, Mr. Soucek lectured on proper 
typing form, posture and concentration. 

* * * 


Fifty thousand envelopes were typed 
by the members of the FLOWER CITY 


* * * 



















Members of the PITTSBURGH CHAPTER 
( Pittsburgh, Pa.) played “Mrs. Santa Claus” 
to the children of the Queen Esther Home 
in Avalon, Pa., at the chapter’s Christmas 
party. Shown are Mildred Bryan, Presi- 
dent, Mary Moore Smith, and Rachel Dob- 
ler with Patty Bendle and Diana Giar- 
russo of the Children’s home. 


Shown typing greetings to recruits are 
volunteers Irene Havens, left, RAPIDETTE 
CHAPTER (Grand Rapids, Mich.) and Vita 
D’Angelo, chapter President. Greetings 
are signed by Mayor Paul G. Goebel, stand- 
ing, and Harrison L. Goodspeed, Chair- 
man of the Kent County USO Committee. 


Twenty-nine 

















national news news from the four corners of NSA 
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CHAPTER (Rochester, N. Y.) in co- 
operation with the National Foundation 
of Infantile Paralysis. On the social side, 
the chapter celebrated with a Christmas 
Party on December 16 at the Hibernian 
Club. 


Marie N. Gorgas, New York State 
President, forecasts a memorable state 
meeting on April 30 through May 2 at 
Niagara Falls. State officers have a well 
rounded business agenda lined up, and 
NIAGARA FALLS CHAPTER members 
have been working for months on a dis- 
tinctive social curriculum under the 
chairmanship of Isabel Cornell. The wel- 
come mat is out for one and all. 


* * * 


CINCINNATI CHAPTER (Cincinnati, 
Ohio) is completing plans for its Sev- 
enth Annual Card Party to be held this 
month. It promises to be as successful 
as its predecessors. 


MOUNDBUILDERS CHAPTER (New- 
ark, Ohio) at its annual Boss Night 
Dinner in October awarded the “Boss 
of the Year” trophy to John Spencer of 
the Newark Advocate. Featured speaker 
was Johnny Jones, whose favorable com- 
ments about NSA in the Columbus Dis- 


patch are arousing interest of Newark 
citizenry. 
* * * 

Nineteen voluteers from YO-MAH-O 
CHAPTER (Youngstown, Ohio) served 
as telephone operators on the Damon 
Runyon Cancer Fund at Station WFMJ- 
TV to raise funds to be used in the re- 
search of cancer. During the three and 
one-half hour program pledges totaling 
$8,000 were received. 


* * * 


Frank E. Hawkins, associate editor of 
the Pittsburgh Post-Gazette, was the 
guest speaker at the second annual Boss 
Night of ALIQUIPPA-AMBRIDGE CHAP- 
TER (Aliquippa, Pa.). Boss of the Year 
award went to E. G. Unrath, Works 
Manager of the Spang-Chalfant Division 
of the National Supply Company, whose 
secretary is Florence Smith, immediate 
past President of the chapter. 


* * * 


Highlight of the PHILADELPHIA 
CHAPTER (Philadelphia, Pa.) annual 
Christmas dinner meeting was the ini- 
tiation of six new members. In Decem- 
ber members of the chapter's Civic 
Committee visited several institutions 
for the aged to present Christmas gifts. 


* * * 


WHITE ROSE CHAPTER (York, Pa.) 
held a Children’s Party in December 
at the Hotel Yorktowne. Each member 
brought a child or children under 10 





Pictured at the initiation and installation of the KOKOMO CHAPTER (Kokomo, Ind.) 
by the CROSSROADS OF AMERICA CHAPTER (Indianapolis, Ind.) are Mrs. Ruth Jennings, 
Treas.; Mrs. Jean Braskett, Cor. Sec.; Mrs. Jean Heflin, Rec. Sec.; Mrs. Jerry Yoakum, VP; 
and Mrs. Katie Lee West, Pres., all of KOKOMO; Mrs. Laverne Hale, Indianapolis; Ruth 
Thorsen, President, and Mrs. Dorothy Axsom, VP, CROSSROADS OF AMERICA CHAPTER. 


Thirty 
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Scholarship Chairman Madelene Barnes is 
shown presenting the first annual scholar- 
ship award of QUINNIPIACK CHAPTER 
(New Haven, Conn.) to Barbara Jones, 
a high school senior. 


years of age to whom gifts were distrib- 
uted by Santa Claus. 


* * * 


Pauline F. Miller, Pennsylvania State 
President, announces that the State Meet- 
ing in York, Pennsylvania on April 2, 
3, and 4 will include a panel discussion 
on everyday encounters with business 
associates, superiors, and people in gen- 
eral. 

* * * 

PROVIDENCE CHAPTER (Providence, 
R. I.) has again organized a refresher 
course for secretaries with the coopera- 
tion of the University of Rhode Island. 
An unusual guest at the chapter's Octo- 
ber meeting was a young German girl 
who was a secretary in Germany and 
also worked for the United States Gov- 
ernment there. The chapter hopes to 
help her find a suitable position. 


* * * 


Members of GLIDER CHAPTER (EI- 
mira, N. Y.) dressed dolls for the Artic 
League for distribution to needy chil- 
dren at Christmas. Jim Morse, columnist, 
was speaker at their December meeting. 


* * * 


Floral leis set the theme of the MIL- 
WAUKEE CHAPTER (Milwaukee, Wis.) 
Bosses Night “Hawaiian Luau.” Features 
of the program were songs by NSAer 
Annette De Boer and hula dancing by 
an Hawaiian group. 

* * * 


At the second Boss Night dinner of 
the CAMBRIDGE CHAPTER (Cambridge, 
Ohio) awards were given to W. L. 
Orme, President of Cambridge Glass 
Company, as the boss whose secretary 
had been with him for the longest peri- 
od of time, and to Frank Isler, of Vana- 
dium Corporation of America, for being 
the newest boss present. 
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You are Kitty... 


And so are the thousands of other secretaries like you—whether you 
are new in the profession or with many years of experience. This 
delightful story of the average American secretary is reading pleasure 
you won't want to miss. Price: $3.75. 


Here’s what The Pittsburgh Sun-Telegraph said about it: 


“.. . Many a boss and his office girl Friday may recognize their 
own characteristics, both good and bad, detailed in its pages.” 











INFORMAL 
OF THE AMERICAN 
CECRE TARY 
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To Order Your Copy of Kitty, send a check or money orderto... 





So you life, RED 


WE LIKE 


Poor, 


especially for correspondence... a 


HARMONIZING the color of inked ribbons with the ~ =" 
colors printed on letterheads and other correspond- 

ence is FRESH, NEW and EXCITING! The reasons why page” 
so many firms are changing to color ribbons are end- » 
less—easier to read, attractive, modern, streamlined, 

better company name identification. All this is made 
possible ONLY because Panama-Beaver has devel- 

oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 

bons that will give your correspondence a distinctive 
dressed-up appearance you never imagined could be 
possible. There is no reason for waiting to change to 
COLOR; the LUSTRA inked ribbons are PERFECTED, 
sharp, clear, clean, long-wearing...LUSTRA is the 
FASTEST SELLING inked ribbon in the world today! 


Ps - 


THE ESPONDENCE OF TOMORROW, CHANGE 


TO / COLOR INKED RIBBONS TODAY! 


ex a—s"\ 
\ = \\ another Panama-Beaver first 


UL 
no guessing game either... 


In a matter of seconds your Panama-Beaver Man can 
demonstrate exactly how to COLOR HARMONIZE 
your correspondence with LUSTRA color inked rib- 
bons. Our demonstration gives everyone in your firm 
the full impact of LUSTRA color-harmony without 
wasted time or trouble. Ask for a demonstration from 
your Panama-Beaver Man today! This deserves your 


‘§ 


\ t 
Since 1896 the line that can’t be matched 2 
INKED RIBBONS — 
CARBON PAPERS - UNIMASTERS * DUPLICATING SUPPLIES 
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